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TESTED TEMPO TOUCH is a truly remarkable 
innovation in typebar action and key design. 
It makes manual typing faster, easier, and truly 
rhythmic. And that isn’t all. The new Super- 
riter also features: 

e Pe » fea- 
ture combined with new simplified margin 
controls assures perfectly centered letters 
and headings. 





e Expanded Capacity Keyboard—to provide 
2 additional keys (4 extra characters) at 
no extra cost. 


Your Remington Rand representative will be 
proud to show and demonstrate this superb new 
Remington typewriter. See the new Remington 
Super-riter today. 


THE FIRST NAME IN TYPEWRITERS 
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ERASAGUARD . . the typist’s “pal” 


e COMPLEMENTS the function of the ERASER. 
e@ With it you can cleanly REMOVE all trace of Errors. 
| @ SAVES Enough TIME in ONE DAY to pay for itself. 


Smooth Aluminum surface to 
erase against on both Original and 
Carbon Copies. 


She does make mistakes ... 


Curved surface exactly conforms 
to curved platen, 


Just place it behind the sheet 
you wish to erase from. 


| Instantly allows letters to be set 
up by supervisors as measurements 
conform to type spacing. 


Supplied for Elite or Pica type. 


Edges do not slip on paper so 
can be used for drawing with a 
pen and positively no blotting. 


Many letters confirm that the 
Erasaguard is indispensable for 
eficiency. One Secretary writes, 
“l used Erasaguard for several 
months in an office where I for- 
merly was employed and now | 
find it difficult to get along efficient- 
ly without one. | would like to 
purchase one or two. Is there a 
dealer in this territory '* 





The Erasaguard is a positive ne- 
cessity on every Typist's desk. 


Sold only by Kee Lox Mfg. Co., 
Rochester, N. Y. and Branches, 
Patent 2260089. 





\ 
Price $4.20 per dozen, but you " 
can have one for yourself by . . « But she says . 
ge os 4 hr hg — “This ERASAGUARD makes erasures so easy that ’ 

, c foupon. Not ov 
2 on any one Coupon at this It’s My Real Pal” 
price unless 1 doz. or more is 

| ordered. 

ree ees eee ee ee ee ee eee “ 

| You Need a PAL? ' Kee Lox Mfg. Co., Rochester 1, N. Y. TS-1 

. BE HAPPY Please send Dozen 

With a REAL ONE | ERASAGUARDS Elite ()_~— Pica 1 

. 7 Enclosed is U. S. Stamps l 

| Send Coupon at Once BRE cnn casesnscovninscacnemnendannstnantatessntntuansbcbssiasia aninntisienssaedinipassineniniilinattaonta 
THANKS Set oh | 

| . | City aay’ State l 

| You will thank us, too ae | 
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PPEARING ON OUR COVER—If you're the 
lucky girl who can get away for a 
winter ski vacation or who can get in 
some winter sports on week ends, White 
Stag has just the jacket for you, like the 
one on our cover for instance. This is a 
nylon twill parka that’s water repellent 
and durable enough for spills or snow- 
ball fights. Other favorite features are its 
drawstring waist, hidden hood (that folds 
inside to do a disappearing act when not 
in use ), and concealed breast pocket. This 
jacket costs $15.95 and comes in sizes 
10 to 20. Colors: midnight navy, platinum 
grav, Dartmouth green. Your local store 
will probably carry this style, but if you 
have difficulty finding it, you can write 
to the manufacturer, White Stag, 1407 
Broadway, New York. 


United Nations 


On pace 231, you'll find an interesting 
article about two very important secre- 
taries—Mrs. Madeline Cangene, secretary 
to Assistant Secretary-General Byron 
Price, and Mrs. Doreen Daughton, secre- 
tary to Nobel Peace-Prize Winner Dr. 
Ralph Bunche. The two young ladies have 
a good deal in common. Both are attrac- 
tive and intelligent, both are secretaries 
to key in the UN, and both have 
worked overseas. And both are very, very 
busy, as the photographer who took the 
pictures can testify. When he returned 
from this assignment, he told us that it 
was almost an impossibility to get both 
secretaries and their bosses together at a 
time when they could all spare a few 
minutes for picture taking. Everything 
turned out all right though. Mr. Price 
got to the Assembly meeting on time; Dr. 
Bunche got to the Fourth Committee 
meeting, as did Mrs. Daughton; Mrs. Canr 
gene got to an interview appointment just 
in time; and our photographer got the pic- 
tures! So if you want to read about two 
top-notch secretaries and at the same 
time learn more about the UN, don’t miss 
our lead article this month, “Secretaries 


at the UN.” 


men 


Happy New Year 


By now, the noise makers have all been 
well-rattled, the pots and _ pans well 
pounded, and the fun of your New Year's 
celebration almost forgotten; but we still 
want to wish you the happiest New Year 
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ever! We certainly hope that that longed- 
for graduation day, that much-desired 
promotion, or that extra special raise will 
materialize for you in ‘53. In the New 
Year's vein, we have an article (on page 
235) that we are sure both you and your 
boss will enjoy. It’s called, “New Year’s 
Resolutions I Wish My Boss Would 
Make,” and we know youll both take it in 
the spirit of fun. 


Beg Pardon! 


IN LINE witH New Year's resolutions 
and starting out our new year with a 
clean slate, we should like to apologize 
for two errors that appeared recently in 
Topay s SECRETARY. 

In our October issue, page 78, in Miss 
Hutchinson’s “Words” article, the second 
problem in the Business Vocabulary sec- 
tion was impossible to answer—correctly, 
The suggested answers to the 
while the key 
to the problem showed the answer as d. 


2D 


that is. 


problem were a, b, and c: 






We're sorry to say the d answer was 
dropped out of the page at the printer's 
without our noticing it. Our readers 
spotted it, however, and we 
thank those who wrote us about it. By 
the wavy, the d answer was assert. 

If vou have been diligently studying 
ur Double-Duty Dictation pages, you 
must have noticed that in the October 
issue we carried dictation for Chapters III 
and IV and then in the November issue 
skipped to Chapters VII and VIII. What 
ever happened to Chapt rs V and VI has 


been a mystery to many of our readers. 


want to 


We are happy to announce, however, that 
vou will find them on page 259 of this 
issue, and is our face red! 


Good Looks 


Our Goop Looks section this month is 
devoted to helping you perform some 
miracle make-overs, both in your ward- 
robe and in your posture. Our Good Looks 
cover features a wonderful basic dress to 
brighten up your winter wardrobe, and 
it is followed by two pages of accessory 
tricks to help you change a basic dress 
for every occasion. And to look your best 
in your clothes, our beauty article this 
month is devoted to body rhythms de- 
eloped by Manva Kahn to do nice things 
for your posture. Manya Kahn is a famous 
figure expert, who has her own salon in 
New York. She has a new system of fun-to- 
do exercises that she calls body rhythms, 
and we have included a group that will 
help you achieve the graceful posture 
and fluid movements of a ballet dancer. 
Manya Kahn herself was formerly a 
ballet dancer, and many of her body 
thythms incorporate ballet movements. 
If you do these exercises slowly with as 
graceful movements as possible, youll 
have a good time pretending you're a 
ballerina doing her warmup routine—and 
you'll also improve your posture. 
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Use STENO-KIT 
NYLON BRISTLES — PLASTIC HANDLES 
e TYPEMASTER Type Brush 


Cleans type without the mess of 
solvents. Nylon bristles easily cleaned 
with soap and water. 


e HANDIMASTER Dusting Brush 


Reaches the hard-to-get-at places of 
all office machines. Permanently 
“locked in” bristles prevent machine 
jamming caused by loose bristles. 


e STENOMASTER Eraser 


Equipped with brush for whisking 
erasure crumbs. Permanent unit, 
uses low-cost refills. 





THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain « Portable 


$1775- TAX | 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 














FREE TRIAL OF FER — Write asking us to send you 
o RITE-LINE COPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP, (025 «om Sromtt 


RITE-LINE copyvuwoiper 





At your stationer, or write Dept. TS 


Grarchmakers, Tuc. 


529 So. 7th St. « 


| 
| 
| 





Minneapolis 15, Minn 
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IN EVERY OFFICE AND 
FACTORY OPERATION 


SAVE TIME AND MONEY 


WITH 


EZYINDEX TABS 


With EZYINDEX you can make your 
own index systems quickly, easily. 
Color coded EZYINDEX Tabs, made 
of heavy, non-flammable acetate; title 
area can be used over and over again. 


The special, rolled acetate bead makes 
EZYINDEX Tabs rigid and lastingly 
durable. Subject titles slide in place 
smoothly. 











With EZYINDEX Tabs, custom de- 
signed by you for every special need, 
you will save valuable time and money 
—do away with the irritations and time 
lost in hunting for a hard-to-find letter, 
report, blueprint, plan, estimate, and 
any other office or factory written 
material. 


Keep everything at your fingertips 
with EZYINDEX Tabs. 


Sold by stationers all over the country. 
Ask for EZYINDEX Tabs, the only 
tab with the money back guarantee of 
perfect quality...or Write for a 
sample EZYINDEX Tab and the 
name of your local EZYINDEX dealer. 








EZYINDE / 


PRODUCTS 


co 
153-13 NORTHERN BLVD 


4, NEW YORK 
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ESSIE: Are you tired of hearing 
folks say that, since it’s January, 
it's time to start turning over a new 


leaf? I figured that you would be, so 
I decided I'd do just the opposite. My 
“Don't turn over a 
new leaf!” That’s right; you heard me 
correctly, don’t turn over a leaf— 
at least not until you finish reading what 
we have to say on this one! In that way, 


recommendation is, 


new 


you'll quickly discover just what went 
on at the fifth meeting of our sec retarial 
clinic. As I recall, it with my 


saying. .. 


began 


Miss Hutchinson, a secretary-in-training 
located in s that in a 
recent our magazine stated 
that “Please bring me ten 3-cent stamps” 
is the correct way to write the figures 
mentioned in that sentence. She goes on 
to say that in her typing textbook it 
clearly states that when two numbers im- 
mediately follow each other it is better 
to spell out the smaller one and to ex- 
press the larger one in figures. Could you 
please clear up this confusion for her? 

Miss Hutcuinson: The _ typewriting 
rule that this | lady mentions is 
really not in conflict with mine, Tessie. 
The difference arises from the interpreta- 
tion of the terms “smaller” and “larger.” 
These words refer to length of the words— 
the number of letters—rather than to the 
size of the number. Thus ‘ten” is shorter 
than “three,” and so is preferably spelled 
out. If the sentence had contained the 


Minnesota writes 


issue of we 


young 





phrase “200 three-cent stamps, the first 
number, being longer when expressed 
in words, would have been in figures. 
Several readers have written me about 
this, Tessie, so I hope this explanation 
will straighten things out. 


Tessie: Here is an office problem that I 
think should be directed to Mrs. Strony. 
A group signing themselves as “The 20” 
writes as follows: 

“We have in our office approximately 
twenty stenographers and secretaries. 
Out of that group, one girl constantly 
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talks of nothing but her clothes and her 
mother! We all make fairly good salaries, 
but apparently the girl in question spends 
her entire salary on clothes. She has 
something new every week, at least; and 
sometimes two and three different outfits 
a week! Our problem is how to tell this 
girl tactfully that she is boring us with 
her constant chatter her clothes 
and her mother.” 

Mrs. Strony: I should think that the 
easiest thing to do would be to ignore this 
girl, but vou would certainly be doing her 
a greater kindness if someone would take 


So 


about 





her aside and speak with her. The one 
selected to do the job should be the one 
who is most friendly and is truly fond 
of her. That person could no it most 
gently and tactfully. 

You see, Tessie, I have had occasion 
at times to call undesirable traits to the 
attention of my very best friends; and, 
while it was very difficult, they appre- 
ciated it. No one can tell in advance just 
how to go about it, but quite often I 
have taken a business friend to lunch and 
then, when luncheon was over, have re- 
marked that I wanted to call something 
to her attention that I was sure she was 
not aware of. Then I went into the story. 
I feel that if the members of “The 20” 
would select the right person to speak 
to the offender, things would change. 


Tessie: Here is another question for 
you, Mrs. Strony; it’s from a male stenog- 
rapher located in Brooklyn, New York. 
He would like to know what industries 
at present offer the best opportunities 
for male stenographers and secretaries. 

Strrony: There are many opportunities 
for the male stenographer in business. 
However, the young man taking secre- 
tarial work usually does so in order to 
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open to himself the door to an executive 


position. Usually, vou will find large 
companies more interested in the mal 
stenographer. There is “room to grow” 
there. Right now, employment agencies 
are emphasizing the transportation in- 
dustry and Civil Service as major em- 
pl vers of men secretaries. I have a list 
ot thirty types of businesses that offer 
spec ial opportunities for male stenog- 
raphers. I will send a copy out to this 
gentleman today. 


lessie: Dr. Lloyd, here is a very in- 
teresting letter from a secretary in New 
York. She savs, “I read with interest the 
suggestions Dr. Lloyd gave a Georgia 
secretary in your November issue when 
she complained that she got a_ black 
line all the wav across her letters when 
she switched to the bottom half of her 
typewriter ribbon. I don’t want to dis- 
agree with Dr. Lloyd, but I can’t resist 
adding that, although there are solutions 
to this problem, this trouble should not 
exist at all! 

“T happen to be a secretary at the 
Columbia Ribbon and Carbon Manufac- 
turing Company and therefore am in a 
position to know that when a typewriter 
ribbon is completely used up, there 
should be practically no ink left in it 


& bBb cCc dDd eE 





This will always be true if the twist of 
the fibers and weave of the threads in 
the cloth are such that the easy flow of 
the ink is not impeded and, also, if the 
ink is a fluid type that will readily move 
into the used areas as they become dry. 
“At work, naturally, I am_ supplied 
with Columbia’s Silk Gauze Brand type- 
writer ribbon, so I never have the worries 
that the secretary from Georgia has. None 
of the ink in my ribbon ever remains 
along the outside edges (that’s what 
makes the streak across the page) or 
even in the center between the used top 
and bottom portions. So you see, when 
my ribbon wears out, I don’t have to 
switch any spools or invert any ribbons. 
(Continued on page 269) 














THIRD EDITION 





APPLIED 
SECRETARIAL 
PRACTICE 


with Workbook for Applied Secretarial Practice 
John R. GREGG e Albert C. FRIES e Margaret ROWE 


THE THIRD EDITION of this high school text and its accom- 
panying workbook of business forms comprise an efficient finish- 
ing course in secretarial science. Each unit gives thorough 
coverage of one important phase of secretarial practice. Support- 
ing the text matter are unit-end projects and problems that enable 
the student to make thorough, as well as practical, skill applica- 
tion. In addition to the technical training in secretaryship, the 
text places strong emphasis upon the development of an effective 
personality, with pointers on grooming, poise, and business 
psychology. The student will find this training helpful in the 
first job interview and upward throughout the business career. 
Write today for your examination copy. 


EXTRA ... for use with A.S.P., 3rd 
SECRETARIAL PRACTICE TESTS 
Second Edition 
MecFadzen e Graham e Hannan 





In one convenient booklet ... 18 objective tests, each on one 
specific topic in secretarial training. Perforated pages... 
quick to take . . . easy to score. Tests parallel the text. 


Teacher's Key available. 
GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
New York 36,330 W.42nd St. Dallas 2 501 Elm St. 


Chicago 6. 111 N. Canal St. Toronto 4 253 Spadina Rd. 
San Francisco 4. 68 Post St. London, W.C.1, 51 Russell Sq. 
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“Why d yuh get a Royal Portable | 


for home practice, Sister?” 












“Because Royal is the standard 


typewriter in portable size!” 





In “Magic” Margin, in keyboard, and con- Incidentally, the World’s Portable Speed 

trols, Royal Portable is just like the preferred Championship was won on a Royal Portable. 

Royal office machine. And did you also know that among typing 
It’s truly the standard typewriter in portable teachers who recommend portables for home 

size, and with practice at home you'll step up practice, Royal Portable is*more often sug- 

your word speed, cut down errors, prepare gested than any other portable? 

yourself for a better job after graduation. Terms as low as $1.25 a week. Ask your 


Royal dealer about liberal trade-in allow- 
ance. Choice of two colors, gray or tan. 


Note: Surveys show that girls who type 





prefer Royal 244 to 1 over any other make. 


CYA World’s No. 1 Portable 
STANDARD e ELECTRIC e¢ PORTABLE 


Roytype Business Supplies 





All these features, too! @ Speed-King Keyboard 
and high speed key action @ Finger-Flow Keys 
of nonglare plastic @ Finger Comfort Carriage 
Controls @ “Touch Control” @ Adjustable Paper 
Support @ Larger Cylinder Knobs @ Rapid 
Ribbon Changer @ Paper Lock Scale @ Picture 
Window Writing line visibility and full 9-inch 
writing line @ New Contour Case. 


“Magic” and “Touch Control” are registered trade-marks of Royal Typewriter Company, Inc. 
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Secretaries 


at the 
UN 








BY CEDRIC LARSON 


Doreen Daughton and Madeline Cangene in front of the UN 


F SOME EVENING shortly after six o'clock you were to stroll along New York's 42d 

Street near the beautiful UN glass skyscraper, you would see thousands of workers— 
people of all nationalities—pouring out of its doors. You might pass women in Indian or 
Oriental garb, a man in a fez, and hear Spanish, French, or Dutch accents. You might pause 
to watch two particularly lively girls and note the jaunty British accent of one girl as they 
hurried by. Perhaps you would look closely and recognize these girls as the ones pictured 
above, two secretaries to top officials in the “world’s capital.” 

One of them would be Madeline Cangene, charming, petite personal secretary to the top- 
ranking American with the UN staff, Byron Price. Mr. Price is an Assistant Secretary-Gen- 
eral, one of the eight key men, each from a different country, who serve as Assistant Secre- 
tary-Generals and rank just below UN Secretary-General himself. 

Madeline’s companion would be British-born Doreen Daughton, whose musical voice, 
dancing blue eyes, and unmistakable London accent quickly point up her nationality. Doreen 
is personal secretary to Dr. Ralph J. Bunche, Nobel Peace-Prize winner, often called “Peace- 
Maker Extraordinary” for his work in negotiating the peace that ended the Israeli-Arab war 
in 1949. Dr. Bunche is probably the most famous UN personality next to Trygvie Lie. 
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One of Madeline Cangene’s most time-consuming 
duties is the preliminary interviewing of prospec- 
tive UN personnel. Below, she puts an applicant 
at ease. Another job that takes a great deal of her 
time is the answering of her constantly ringing 
telephone. At right, she interrupts her dictation to 


give Mr. Price an important call. 





FEW SECRETARIAL ASSIGNMENTS are as exciting and un- 
usual as the work at the UN, these girls will tell you. 
To get a close-up of one of these UN secretarial jobs, 
we visited the office of Madeline Cangene. Her chief, 
Byron Price, heads the Department of Administration 
and Financial Service, which handles the finances, 
personnel, and all organizational problems for the UN. 
With its 4,000 employees and an annual budget of 
close to $50 million, the size of this task can be readily 
appreciated. 

Usually the first thing Madeline does when she 
arrives at work at 9:30 (UN employees work from 9:30 
a.m. to 6 p.m.) is quickly to scan the appointments for 
the day. In her efficient manner she lists all the ap- 
pointments on a card so that Mr. Price knows at a 
glance whom he is going to see and when. In a few 
minutes, the mail—and a huge volume it is—comes to 
Madeline’s desk. Routine correspondence she takes 
care of herself; where a decision is called for, she gives 
the letter to Mr. Price to answer. 


HALF-WAY THROUGH THE MAIL, the day's procession of 
visitors begins arriving. One of the most time-consum- 
ing duties of this department is the selection and 
placement of UN staff personnel. This keeps Madeline 
stepping, for she often helps in the preliminary inter- 
viewing of applicants. But these are only a portion 
of the visitors. In the course of a week, people from 
all corners of the earth may come in for every con- 
ceivable reason. There may be several UN representa- 
tives from member states, architects with plans for 
one of the new buildings, bank officials, some old-time 
acquaintances from the Associated Press, of which 
Mr. Price was once a high official, or visiting foreign 
dignitaries. 

You can see that Madeline must above all be some- 
thing of a diplomat, for she meets and must attempt 
to assist and please people from all over the world, 
including many top-ranking and well-known officials. 
Many of them are sticklers for protocol. 





Answering the telephone, which seldom remains 
quiet for five minutes, requires great patience and tact. 
It sometimes seems that when the puzzled operator 
doesn t know to whom to refer a call, it goes to Made- 
line. Many a voice at the other end of the wire will 
begin a conversation like this: “I don’t know exactly 
whom to call in the UN, but it was suggested that I 
call the office of Byron Price since he is the top-ranking 
American... and then perhaps they want to know 
the capital of Ethiopia or to inquire if Cousin Willie 
could get a job as a guard. 


BuT MADELINE'S jos extends beyond her work in the 
New York “home office.” She has made two trips 
abroad with her chief to attend the General Assembly 
meetings in Paris. The first was a three-months’ sojourn 
in the fall of 1948, and the next was a year ago, when 
she sailed in October, 1951, and returned from Paris 
in February, 1952. Madeline spent a wonderful Christ- 
mas holiday in Paris last year when her husband, who 
is in the export business, came over for two weeks. 
She also remembers fondly the French clothes and 
three hats she purchased in Paris. 

Madeline lives in New Hyde Park, New York, close 
to the old UN headquarters at Lake Success. In fact, 
it was her accessibility to Lake Success that led her 
to accept a job with the UN. After a year, she was 
made Mr. Price’s confidential secretary. 

One of the things Madeline likes best about her 
work at the UN is that something exciting is always 
happening. One of the biggest responsibilities of Mr. 
Price’s office during the past four years has been the 
supervision of the planning and construction of the 
UN headquarters buildings. A building budget of $68 
million had to be managed carefully, which necessi- 
tated constant meetings with committees, officials, and 
contractors, and a day-by-day check on building prog- 
ress as the structures went up. “There’s plenty of 
excitement here,” Madeline smiled, “and I always en- 
joy being part of it.” 
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Doreen Daughton’s varied secretarial duties take her into 
the meetings of the Trusteeship Council and of the Fourth 
Committee of the General Assembly. Above is a picture 
of the Fourth Committee where Doreen must keep check on 
amendments to resolutions and see that these printed docu- 
ments are reproduced as finally adopted. At right, Dr. 
Bunche gives her information on some special letters. Later, 


Doreen will answer this mail herself. 


\NOTHER OF THE FIGHT key departments of the UN 
setup is the Department of Trusteeship and informa- 
tion from Non-Self-Governing Territories, the depart- 
ment that handles problems of all the smaller countries 
iat are under the control of one of the larger world 
powers. This department has two divisions, one deal- 
ing with Trusteeships and one with the Non-Self- 
Governing Territories. In 1946 Dr. Bunche, who holds 
a Ph.D. trom Harvard and served with distinction in 
the State Department in World War Il. was assigned 
to the important post of Director of Trusteeship. 

{s the confidential secretary to Dr. Bunche, British- 
born Doreen Daughton finds herself dealing with 
matters concerning all parts of the globe. She can tell 
you about all the remote spots of the world and the 
infrequently heard of places and races. 

The vear 1948 saw one of the toughest problems 
the UN had encountered. The Arabs and the Israelis 
were engaged in a bitter fratricidal war, and the con- 
Hagration, if unchecked, might easily have spread and 
touched off another world war. It was imperative that 
UN keep the peace and maintain its prestige. The 
war had to be stopped. 

In 1948 Dr. Bunche was sent bv the UN to Palestine 

s assistant to UN Mediator Count Folke Bernadotte 
{ Sweden. After Bernadotte’s assassination by Israeli 
terrorists in September, 1948, Bunche inherited the 
Count’s post. 


Dr. BUNCHE’S sECRETARY, Doreen Daughton, shared 
the adventuresome events of the negotiations Her 
job, alw ays as exciting as it is varied, was one of real 
danger when she accompanied her chief to Palestine 
She and Dr. Bunche were constantly surrounded by 
hostile, furtive Arabs and Moslems with armed rifles 
and itching trigger fingers. She deserves no small 
credit for the total success of Dr. Bunche’s mission. 
Dr. Bunche and Doreen spent many months in the 
Near East in the summer of 1948 and made two mors 
short visits before they returned again in January, 
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1949, for the armistice negotiations. They did so much d 
fying from Rhodes (the Aegean island where Dr. - 
Bunche had his headquarters) to Egypt, Syria, Pales- c 
tine, Jordan, and Lebanon during the early days of the 
truce negotiations, that they were flying literally five . 
days out of seven much of the time. ° 
The secretarial work was so heavy that Dr. Bunche , 


had a special desk fitted up in the airplane for Doreen, 
and she did the greater part of her secretarial work 
while flying. She got used to taking dictation in cars, 
planes, and jeeps in the middle of the desert—and to 
carrving all her supplies in one brief case. Whenever 
they stopped during the truces, representatives of the 
press would flock around them and try to get advance 
information. Doreen had to learn to handle the press 
discreetly and to see that no premature leaks occurred. 

Doreen was a busy secretary, but it was on this trip 
that she met her future husband, an American who was 
a UN employee on the same mission. Doreen’s family 
believes in doing its bit to improve Anglo-American 
relations. By coincidence her brother, who is an RAF 
pilot, is married to an American girl with the US em- 
bass\ in London. 


PALESTINE BROUGHT NEW putTIFS for Doreen. She be- 
came an expert at coding and decoding, an administra- 
tive assistant, a verbatim reporter, sock-mender, and 
unofficial hostess. She might be awakened at 4:00 a.m. 
with an urgent code cable or might be asked to arrange 
an official dinner in honor of either the Arab or Jewish 
representatives. 

It was while acting as hostess during the armistice 
negotiations that she came near making a faux pas that 
would have been harrowing. Doreen had been asked 
to arrange for refreshments to be served at an informal 
night meeting with the Egyptian and Israeli delega- 
tions. So that nothing would intrude on the hard-won 
cordiality, she was to act as both notetaker and wait- 
ress. Suitable food was very difficult to obtain on 
Rhodes. but Doreen had received the assura 
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In 1948, when Dr. 
attempt peace negotiations between the Arabs and the 


Bunche was sent to Palestine to 


Israelis, secretary Doreen Daughton went with him. 
Above, she is shown obtaining the signatures of the 
various officials on the final peace treaty. At right, she 
holds the blotter that will dry the signature of her chief 
on the famous document. Doreen deserves no small 
credit for her contributions to the complete success 
of this mission. 


maitre d’hotel (through an interpreter) that he would 
serve attractive sandwiches. On her signal, Dr. Bunche 
announced that the time had come for refreshments. 
Doreen came in carrying an immense silver platter 
piled high with neatly cut sandwiches, and it was not 
until she was on the verge of offering them to the head 
of the Egyptian delegation that she perceived to her 
horror that every one was filled with ham! Eating ham, 
you know, is forbidden in many Eastern religions. 

Like the top-notch secretary she is, Doreen quickly 
announced that it would be much less formal if she 
placed the sandwiches on the table so that everyone 
could help himself. (The UN staff later enjoyed im- 
mensely the many leftover sandwiches. ) 

As a result of successfully concluding this peace, 
Dr. Bunche was showered with some 40 awards and 
medals and 20 honorary academic degrees. One after- 
noon in September, 1950, as Dr. Bunche was eating 
lunch in the delegates’ dining room, Doreen dashed in 
with news of another honor. “I’ve a surprise!” she fairly 
shouted. “You've won the Nobel Peace Prize!” Dr. 
Bunche looked a bit skeptical. Not until midafternoon 
when he received a telegram from the Nobel Commit- 
tee was he fully convinced that Doreen wasn't up to 
one of her leg-pulling tricks. 

Besides her adventuresome travels and exciting ex- 
periences in the Near East, Doreen has accompanied 
Dr. Bunche to the General Assembly meetings in Paris 
in 1948 and 1950. On both occasions she had time to 
stop off in London to visit her family. 


PRIOR TO JOINING THE UN SecretariAt in 1946, Doreen 
had worked in both the Greek and American embassies 
in London. While at the latter, she was lent for a day 
to the U. S. delegation of the UN to help out on a rush 
job. It was then that she decided to apply for a posi- 
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tion on the UN Secretariat. Because she had been 
working on colonial questions, she indicated a prefer- 
ence for the Department of Trusteeship. On her ar- 
rival, she was assigned to Dr. Bunche’s office and has 
been there ever since. 

Her normal duties as secretary to Dr. Bunche are 
highly diversified. She attends meetings of the Trustee- 
ship Council and of the Fourth Committee of the Gen- 
eral Assembly, where she is assigned certain responsi- 
bilities such as keeping check on the amendments to 
resolutions (and these can come fast and furious, pai 
ticularly during the General Assembly ) and seeing that 
the printed document is reproduced as finally adopted. 
She undertakes various types of research, drafting and 
tvping of memos, and takes care of requests by delega 
tions for documents and information, and many of th« 
endless routine details that any meeting entails. 

Then, there is the never-ending flow of correspond- 
ence, the many requests for public speaking engage- 
ments for Dr. Bunche, and the stream of visitors 
official and unofficial. She opens and checks through 
all mail received. She may open a letter from Jane 
Doe with a request for an autograph, or a letter con- 
taining a petition from an African tribe seeking redress 
through the Trusteeship Council. 


WonkrkING FoR THE UN has many advantages, Madeline 
and Doreen will tell you. UN employees (including 
Americans) pay no income taxes and all employees 
receive six weeks vacation, plus travel expenses home 
if they are citizens of a foreign country. But aside from 
these material benefits, the girls like the satisfaction 
they get from being part of the UN. As Madeline put 
it, “The UN is the main hope of the world for peace. 
Perhaps by doing our jobs well we can contribute a bit 
to the success of the UN and its goal—world peace.” 
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NEW YEAR’S RESOLUTIONS 
| I Wish My Boss Would Make! 


1. That I will take a short course in penmanship. (I have the doggondest 
time reading his notes. The only one I can read easily is RUSH—that one 
he always prints in big capital letters!) 








bo 


That I will get a desk clock that chimes the hours like a grandfather clock. 
(He has a beautiful desk clock now, but the only time he’s aware of it is 
when my bus is late—and so am I.) 


rai cee.ee 


3. That I will tell my secretary every time I make an appointment. (How 
well I remember the time he didn't tell me about his luncheon date with 
an important client, and I accepted an invitation for him to—ouch!—the 
president's luncheon.) 


4. That I will learn to say “yes” or “no” on the telephone in 15 minutes or 
e less. (My boss has an intriguing habit—sometimes he talks for 30 minutes 
and then asks me, when he hangs up, whether a long-distance call he is 
waiting for has come through yet.) 


. 5. That I will give my secretary a list of my cronies’ nicknames. (I do haw 
trouble remembering that Jerry is Thomas Worthington, that Biff is 
t Oliver Perkins Bristow, that Butch is Thurston D. H. Roberts III, that 
ee Two Bits is the manager of the Toronto plant who just left the St. Louis 
d branch, and that J. B. is Mr. L. L. Lewis. 


6. That I will let my secretary know where I’m going when I leave my desk. 
(The big boss must know when I don't know where my boss has disap- 
peared to—that's just the time he'll call my boss to come in for a very 
important conference.) 


. That I will have a time lock put on my desk organizer so that I cannot 
open it to start dictation after 4:30. (You know! 


8. That I will cut by 50 per cent the number of times I blame my secretary 
S for my oversights. (All too often he hides behind me when he forgets an 
appointment, doesn’t want to take time to see someone, or waits too long 


to answer a letter.) 


= 


f 9. That I will keep up with my correspondence every day. (My boss lets 
: himself get so busy that he doesn’t read the mail until the stack spills over 
on the corner of his desk. Then he dictates for hours. Funny thing, he 
must believe in mental telepathy, for a half hour after dictating he’s al- 
ready looking for the reply to his letter.) 


10. That I will give my wonderful, intelligent, indefatigable, indispensable, 





' and beautiful secretary a fine raise. (Please~before some other employer 
‘ | discovers that 1 am wonderful, intelligent, indefatigable, etc.) 
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-«- the receptionist’s desk 


BY CELIA DARLINGTON 


Marion Smith is receptionist in the 
Atlanta office of the Minnesota Min- 
ing and Manufacturing Company— 
the folks we have to thank for 


Scotch Tape. and for this picture. 


EETING the public always seemed to me, when 
I was still in school, to be the most fearsome 
job a young girl could undertake. If she were at all 
shy, the idea of strangers walking in and out of her 
workaday life would be bound to alarm her. Employ- 
ers ard co-workers become familiar friends, but every 
stranger who enters an office is an unknown factor. 
After working in a score of offices, ranging from 
the sanctum of a college president to the purchasing 
office of a steel company, I still regard every stranger 
who enters an office where I am working as an un- 
known factor. But now I know that meeting the pub- 
lic is fun and the one thing that can always be counted 
on to make any job interesting. 
If you have been used to meeting strangers only on 
a social basis, you'll first be surprised at how rapidly 
you can size up a person you have never seen before 
and know nothing about. You learn a lot from a knock, 
the way a doorbell is rung, the way the stranger walks 
into the office. 
The aggressive type is easy to spot (“Mr. Smith is 
certainly in; of course he can see me at once”); for 


this tvpe a waiting room was never made for waiting. 
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He needs the tirm but polite approach; and he is the 
person with whom a smile often goes a long way. 
Even when it’s hard to remain polite, I have found 
that it pays to remember that if you continue to speak 
in a considerate tone, it will be even harder for the 
aggressive one to be rude; whereas, if you join the 
snapping contest, there’s no telling where the matter 
is likely to end. 


Ir’s EASY to ignore the timid type, but it seems to me 
that a very important part of the job of a good recep- 
tionist is to make people feel at ease. This is always 
sincerely appreciated by the nonaggressive visitor, and 
many a receptionist’s raise has been based on remarks 
from office clients—“What a pleasant girl you have; 
she’s so courteous and businesslike.” Employers, being 
quite human, often fail to notice the social poise of 
those constantly around him. They take the smooth- 
running operation of an office for granted, and it re- 
quires the comments of some colleague (“I wish we 
had Miss Jones in our office; she’s so calm and effi- 
cient”) to make an employer think, “That new girl is 
in asset. Hope she stays. Maybe we'd better do some- 
thing about it.” 


TueN THERES the indecisive type, the man who 
doesn't know exactly what he does want but has some 
vague problem or wants some sort of information. 
This person is almost always a complete stranger to 
your firm, and to handle his problem efficiently and 
with perfect courtesy is one of your main functions. 
He's the reason why it pays you to learn the ins and 
outs of the firm for which vou work. Often you can 
meet such a member of the public, either over the 
telephone or in person, and solve his problems with- 
out taking your employer's time at all. 

Aggressive, timid, indecisive—that’s labeling the 
public from the practical or business point of view. 
The fun comes from observing them as people. Here’s 
someone now. ... . 
Or course it could be two people, since there was both 
a ring of the doorbell and a knock on the door. But 
it proves to be one—a middle-aged man, with a quiet 
gray suit, rimless eyeglasses, and umbrella. He gives 
you a pleasant but slightly wintry “good morning.” 
Before your own “good morning” is out, you're miles 
ahead of this stranger. He's the cautious type (um- 
brella, but there’s not a cloud in the sky), polite but 
precise, firm clutch on briefcase, slight twinkle in dark 
eyes behind the specs—some sense of humor, thank 
goodness, to compensate for sterner qualities. All this, 
of course, doesn’t exactly run through your conscious 
mind as this stranger approaches your desk; but you 
take in the effect in a second or two. 

“You must be the new accountant we were expecting 
this week,” you say. “How do you do, Mr. Twitterbee? 
Mr. Smithers is expecting you.” 

“How in the world did you know who I was, just 


like that?” says Mr. T., pleasantly surprised and flat- 
tered. But of course there is no need to tell him your 
Sherlock Holmes technique. It isn’t unlikely that he 
will remark to Mr. Smithers that you are a “most com- 
petent girl.” 


NEXT TO ARRIVE is a girl about your own age, blonde, 
carefully dressed. At first she seems a little too self- 
assured for your taste. Her “good morning” is on the 
brusque side. 

You are not surprised to find that she is looking for 
a job. You give her an application to fill out, notice 
that her hand isn’t quite steady, and realize that the 
self-assurance covers the sort of timidity (you re- 
member when you applied in this same, now familiar, 
room) that job-seeking is apt to bring out in almost 
all of us. 

Without being girlishly chummy, you spend a few 
minutes of your time talking to Miss Allerton. It’s not 
hard to size her up, after all the strangers you've seen 
walk in the door. Good qualifications, not much experi- 
ence, co-operative and anxious to please, but perhaps 
not long on initiative? 

You make a quick mental note; and, when you pass 
in her application to your employer, you're able to 
give him a conservative thumb-nail personality sketch 
if he asks for it. 

“There’s nothing like one woman to size another 
up,” he'll think happily. When a vacancy occurs, you'll 
both know whether she’s the applicant to call. 


Un... UH; HERE comes Mrs. Hornet. As soon as she 
storms in, vou know she’s going to be a thorn in the 
flesh (if a thorn ever stormed). You put on your firm- 
est manner before she says a word. No “good morn- 
ing” from her—she’s in a hurry to state her grievance. 
She’s sure before she starts that you aren't going to 
listen and that she won't get anywhere. You baffle 
her, however, by listening. 

You keep in mind that your employer is a busy man, 
and, if possible, this sort of situation is for you to han- 
dle: and that almost anyone, even though aggrieved 
.. but now I find 


.. really no explanation for it”) can be pacified. There 


(“was assured that this company . 


is usually an explanation, and you patiently give it. 
Nine times out of ten, with your practice in making 
friends and influencing that unknown factor, the pub- 
lic, everything turns out all right. Mrs. Hornet pulls 
in her sting. 


AND so on, ad infinitum, in any position where you 
have even occasional dealings with the public. These 
are general examples; your own job determines just 
what type people you will meet and what your deal- 
ings with them will be. How much you deal with the 
public will depend, too, on your employer's wishes. 

I well remember the years when I worked for a 
college president who had a passion, apparently, for 
being incognito, or at least unmolested. How in the 
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world do you politely tell someone, “The President 
not only can’t see you today; he’s never going to be 
able to!”? That’s a sixty-four dollar problem, but pa- 
tience can usually solve it. 

In that job, my dealings with the public included 
students who were being expelled and students who 
were receiving prizes; salesmen for textbooks and type- 
writer ribbons; teachers who were feuding with each 
other and who just had to tell it to the president 
(they told it to me); old alumni who couldn't under- 
stand why. everyone didn’t remember them after 
twenty years; mothers of daughters who just didn’t 
make the right club; potential donors to the endow- 
ment fund (get out that best manner); and members 
of the Board (Oh, August Body). 

It was hard work—just to remember the names of 
everybody who came in would need one of those ex- 
pert memory systems—but it was fun being the foun- 
tainhead of knowledge and sympathy in a_ small 
community. 

In this type of work, the receptionist’s dealings with 
the public have all the interest, without the wearing 
responsibility, of an executive’s job. Such an assistant 
may be regarded by her employer as a fortress behind 
which, frankly, he is happy to hide. The more she can 
handle for him, especially in the personal-contact line, 
the better he is pleased. 

She has a choice in her dealings with the public of 
being a genuine barrier, simply there to handle what 
she can and prevent the executive from being bothered, 
or of being (to keep the metaphor) the sort of fence 
on which one can lean. This choice exists in any con- 
fidential or front-trench position where one works 
personally for a busy individual. Making the second 
choice not only gives a hundred times more interest 
to one’s work, but it’s also the obvious wav to advance- 
ment. And isn't that what you're hoping for? 


“It’s no use trying bribery either, Mr. 
Smith. He can’t see you today—not even 
for a twenty-pound box of chocolates!” 





“IT represent the Jiffy Bed Roll Company 
Please tell your boss I'll wait right here 
and see him at his convenience.” 


ANOTHER TYPE OF worK with the public is exemplified 
in the job I had for a while in a doctor’s office. Here 
the problem is exactly reversed. Far from wanting to 
hide from the public, a physician naturally wishes to 
see and help them. His assistant is still expected to 
relieve him of as much detail as she can; but, in addi- 
tion, she is never supposed to be a barrier between 
the doctor and the public; she is supposed to encour- 
age and reassure the latter. Believe me, this can be 
difficult! But it’s a challenge to your ingenuity. 

Anybody who besieges an executive has a real de- 
sire to see him; anybody who makes a visit to a doctor 
would very much prefer (subconsciously, perhaps) to 
be somewhere a long way off. In such an office a sec- 
retary meets people in a very personal way; and her 
manner of handling them makes a great difference to 
them and to their relations with her employer. This 
is also true in any firm that aims to sell something or 
provide some service to the public. 


FINALLY, I HAVE FOUND that not only does the person- 
ality of a stranger entering an office immediately pro- 
claim itself to the receptionist who meets him; but 
the reverse is also true. 

Anybody’s view of a strange office is colored by first 
impressions, important among which is the manner of 
the person who greets him and, perhaps, handles his 
business. Remembering that this is not only vour first 
view of a stranger but also his first view of you (some 
thing that I personally find easy to forget) makes it 
logical to act, however busy you are, with the same 
poise, the same smile, and the same interested atten 
tion that you would produce for a similar social oc- 
casion—to put your best foot forward. 

You and the latest stranger to enter your office are 
unknown factors to each other . . . but only for the first 
second or two after he steps through the door. 
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A speaker’s view of one of 
the battery of “seript § ma- 
chines” in use in the Chicago 
convention hall. 


hey Don't Seem to Read Any 


TV se ripts nowadavs are type d 


he { nderwood Video, an 


on 
electric that types letters an 
inch high, readable 30 feet 
away. That’s the secret of 


why TV performers do not 


seem oO be reading. 
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THE Situs TOP siti 
BY WERE TYPED 08 4 SPECI at 
; ELECTRIC TYPEWRITER ; 
{ OROERVOOD FoR 


UT THEY still do! We marvel, 
B “How can they memorize so much!” 

as we watch speakers and actors 
on television. They don’t memorize, and 
they do read. The answer is the Tele- 
prompter S\ stem. 

[he script for the play or speech is 
typed on a spe ial typewriter, an Under- 
wood electric machine known as _ the 
Video Typewriter. It is like an ordinary 
electric typewriter, except that it types 
letters an inch high, making four copies. 

The copies are made on continuous 
rolls of paper, much as a billing machine 
uses continuous forms. The Video is as 
easy to operate as any standard electric. 
A skillful tvpist will find that it takes 

il l J 


nly yout half an hour to get used to it. 


y 


SEE OW THis 


EVEL OPED Fy 
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The copies are separated and rolled on 
huge spools, and are fed into “s« ript ma- 
chines” placed strategically around the 
stage, out of camera's eye but within th 
spt aker’s view as he looks straight ahead 
or turns to left or right. 

The script on all the machines being 
used rolls forward at the same_ time 
pacing the speaker's voice. Seven lines 
are visible at once—about 40 strokes to 
the line. A moving arrowhead helps th 
spe iker find his p! ice at each new glance 
at the script. 

The Teleprompter idea was thought up 
by Fred Barton, Broadway and television 
star. It is used by Godfrey, Sinatra, Garry 
Moore, and manv other TV stars. It was 
used at both national conventions. too 
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The Boss’s Desk 


1 I wish the boss kept his desk as neat as he ex- ’] Wonder how I can get him to start smoking a 
pipe? 


« pects me to keep mine. 











Don't know why I bother straghtening his papers. f 4 dance school match folder. So that’s where 
«He works best when they're all scattered. she disappears for an hour every Friday. 
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BY JERRY WHITE 





| Pencil stubs ... 1 should have bought him an Here are the papers right on top that he had me 
«Eversharp for Christmas. -looking for everywhere today. 





>be &S Ree SO 








7 I better refill his aspirin bottle before tomor- 8 What a difference .. . and he won’t even notice 


srow s conference. sin the morning. 
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How to Add-By Touch-on a 





Remington Rand Olivetti 


Barrett 


Victor Underwood 


Ten-Key Adding Machine 


DDING BY THE TOUCH METHOD has all the advantages 
A of typing by touch—higher speed, fewer errors, 
and far less chance of omitting amounts or of trans- 
posing figures. Touch skill can be acquired in about 
an hour and can be used on any calculating machine 
with a ten-key keyboard. 

The ten figure keys are arranged in the same order on 
all makes of ten-key adding-listing machines—the 7, 8, 
and 9 figure keys in the top row; 4. 5, and 6 directly 
below, in the home row; I, 2, and 3 in the bottom row; 
and 0 below the 2-key. The same fingers that are used 
to depress the letters j, k, and 1 on the home row of 
the typewriter are used to depress the 4, 5, and 6. The 
0-key is depressed by the right thumb, as in striking 


THIS ARTICLE is the second in 
a series being prepared by Dr. 
James R. Meehan. Doctor Meehan 
is one of the foremost leaders in 
ofice machines training. He 
is author of several textbooks in 
this field and director of business 
training at Hunter College in 


New York City. 
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the space bar on the typewriter. The operating keys 
ad, subtract, subtotal, non-add, and total keys—are de 
pressed with the little finger. 

You can add the ten problems on the next page by 
touch—and learn touch operation by doing them. You 
press the figure keys for each number in the same 
order you would type them, then press the plus bai 
(with your little finger) to print each total. 


BEFORE ATTEMPTING TO ADD on a ten-key machine be 
sure (1) that the adding machine—if electric—is con- 
nected to an outlet and that the current switch is 
turned to “on.” Then (2) depress the total key to 
“clear” all previously recorded figures. A star or a 
square is a sign that the machine is clear. 

Should you chance to make an error, it can easily 
be corrected—in either of two ways: If the error is 
discovered before you have hit the plus bar, the key- 
board can be cleared for a fresh start by pressing the 
correction key all the way down. If the error is not 
discovered until after it has been transferred to the 
tape, reset the same amount on the keyboard and de- 
press the subtract bar. 


THE TEN PROBLEMS are to be added by the touch 
method. Repeat a problem if your total does not agree 
with the total in the illustration. If you can add all ten 
problems accurately by the touch method in a halt 
hour, call yourself an expert! 
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Keyboard diagram show- 


ing “home-key” position. 


PRACTICE PROBLEM 1 
Drill for adding by touch on 


the home kevs—4, 5, and 6 











PRACTICE 


PROBLEM 4 
Introducing the 9-key. con- 


trolled by the third 


finger 








PRACTICE PROBLEM 7 
Drill on keys and 
third-finger reaches 


home 


“¢ 
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PRACTICE PROB! 


EM 





Introducing the 0-key. which 


is controlled by right 


thumb 





PRACTICE PROBLEM 2 
Drill on home kevs. plus reach 


to 7-key——with the index finger 


PRACTICE 
Drill on keys and 


first-finger reaches 


PROBLEM 5 


home 





PRACTICE 


Introducing the 


PROBLEM 3 
8-key. 


- controlled by middle finger 


which 





PRACTICE PROBLEM 6 
Drill on keys and 


middle-finger reaches 


home 


4,172.3] 





PRACTICE 


Practice on all 


PROBLEM 9 
keys—be 
This 


actual one. 


sure to use touch! 
problem is an 
from a bank statement. Be 
strike the 0 


your right thumb. 


sure to with 
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Bugle Advertising Agency 
Bugle Square 
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~ How Well Do You 
Write Shorthand? 


| BY FLORENCE ELAINE ULRICH 
Director of Gregg Awards 


| DON'T KNOW whether or not Do you HAVE TO PUZZLE over out- Tue oca tests provided by this 

| you have a pet “peeve.” I do lines that you just can't seem to department are offered as incen 

n illegibly written longhand letter read? If so, you know how impor- tives to encourage practice for a 

| that the writer informs me is “writ- tant it is to learn to write legible better writing style if your short 

ten in haste’! The time required to notes. It doesn't take any longer hand penmanship is not yet up to 

| read such letters (and the inaccu- than learning to write poor ones, for OGA standards—if you are not yet 

racies bound to result) make them proper slant, proportion, and forma- finding shorthand both easy to 
an imposition on the good nature of tion make correctly styled outlines write and easy to read. 

the person to whom they have been easier to execute than incorrect To determine how good your 

sent. forms. notes are, turn your notebook ovel 

In shorthand, also. more time is From the standpoint of efficiency, to some other Greggites in you 

lost in transcribing, especially by therefore, vou should pay attention class—or office—and ask them to 

beginners, through inability to read to vour notes—should write them transcribe some of the dictation. If 

| poorly written shorthand outlines well in order to save time both in they read your notes fluently and 

than from any other phase of tran- making them and in transcribing accurately, you are writing a good, 

scription. them. practical style—the kind of notes 


| 
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Material for OGA Tests 


NOTE TO CANDIDATES FOR AWARDS 


4/i clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and assure accuracy in making out certificates. January copy is good as membership tests for OAT, 
CT, and OGA awards until the receipt of the February, 1953, issue. (See pages 260 and 265 for 


copy tor the January CT and OAT tests.) 
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OGA Membership Test 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen submit- 
ted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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that every proficient stenographer 
and every top secretary must de- 
velop. 

The notes sent in by a recent can- 
didate for membership in the Order 
of Gregg Artists are reproduced 
here. Can you read them? Do you 
think that he could read yours? You 
can test yourself on the OGA copy 
on this page and see if you can earn 
the certificate and/or pin. 

If you find that you enjoy the 
practice, as many of our shorthand 
writers do, turn to the OGA Contest 
copy on page 268 and practice it for 
an award in that big international 
competition. 


“] HAVE MADE MANY pen friends 
all around the world,” one corre- 
spondent wrote, “as the result of 
taking your tests and participating 
in your contests. There is no pleas- 
anter hobby than sitting down of 
an evening and answering a letter 
from a pen pal in Hong kong, 
Tokyo, Athens, Istanbul, or some 
other equally fascinating place. | 
may never be able to travel that far, 
but through my Gregg pen pals | 
have learned a lot about different 
countries, have received many in- 
teresting photos, and have built up 
quite an unusual collection of 
stamps!” 

The first requisite for correspond- 
ing with pen pals in shorthand is, 
of course, to learn to write short- 
hand that they can read easily. 
Strive for accuracy. Make small cir- 
cles small—a mere turn of the pen-- 
and large circles large. Form the 
habit of writing them that way! 
Differentiate clearly between curves 
and straight lines, and strive for 
correct formation. Not only will 
this practice’ improve your daily 
work, but as you progress it can 
prove to be a most delightful pas- 
time as well. 

I had scores of pen pals in my 
student days, and it was the in- 
spiration derived from reading their 
fine letters that prompted me to 
work hard to better my shorthand 
style. It did not take long to ac- 
quire a good style of writing, and 
of course this practice has paid off 
well. 


WHY NOT TRY YOUR HAND at writing 
the OGA Membership Test this 
month and submit it to the Gregg 
Awards Department for review? 
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- | A wool jersey dress to perk up your appearance 
‘ oe : :, 

| ' and your spirits for the new year. It’s an outfit 

aa you Il wear to so many places in so many different 


ways. The gay striped jersey dickey is remov- 
able, so that you can do quick disguises with 
jewelry or scarfs. Just turn the page for a few 
suggestions. 

This oh-so-smart dress by Lampl is $17.95 and 
comes in navy, moss green, brown, black, and 


charcoal. Sizes 10 to 18. At Russeks, New York. 














to 





\ gold and black herringbone-stripe square 
scarf is tucked inside the V-neckline of this 
gray wool dress and tied casually at one side. 


Accent the trim neckline with a tailored ribbon-design  silk-satin 
scarf—an excellent background for the massive chain and medallion. 


anew twist in SC ARES 


Around about now, many of your winter dresses that seemed so smart 
this fall when you bought them or dug them out of the mothballs are be- 
ginning to have a discouragingly tired sameness that makes you yearn for 
a change. The solution? Invest in a few well-chosen accessories to add new 
sparkle to your old outfits. On these pages are a few scarf tricks to help 
you do accessory magic with your wardrobe. The same dress was used in 


the four top photos. Scarfs are by Glentex; jewelry by Coro. 
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k-satin 
lallion. 





. smart 
are be- 
arn for 
dd new 
to help 


used in 


kor a dramatic, dress-up treatment, you can 
fashion a plastron front with turtleneck collar 
from a 36-inch square. Fold square diagonal- 
ly, roll over along fold to form collar, and tie 


ends In bane k. 





\ dotted taffeta jabot with a loop at each end 
it~ called a Puff-Pouf) is tied at the neck 
ind another is tucked into the belt. 


\ new blouse? Just another scarf trick! Tie 
one end of a 36-inch scarf around your waist. 
Roll opposite end to form collar, and tie it at 
back of neck, tacking under the extra side 


fullnne Ss. 


raking a tip from the masculine contingent. 
an oversized ascot of jacquard satin is crossed 
to change the dress front completely. Coin 


jewelry adds the finishing touch and match- 


ing pin trims the beret. 
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She Walks in Beauty 


BY HELEN WHITCOMB 


BEAUTIFUL WALK, a _ perfect posture—it 

doesn't matter whether you are short and squatty 
or tall and string-beany—if you possess these, you will 
create an impression of beauty. 

Graceful carriage is the result of many things. It 
starts with an elastic spine and strong, flexible muscles. 
It becomes a habit when you make a conscious effort 
to improve your posture—to avoid slouching or shifting 
into a letter S (weight on one foot and your hip jut- 
ting out to the side). 


AND HOW CAN you develop these strong, lithe muscles 
and good habits? Exercise is the answer, the beauty ex- 
perts tell us. Exercise usually brings to mind visions of 
gym classes in which you've been forced to do much 
arm swinging and floor touching in time to the teach- 
ers quick counting. But just talk to Manya Kahn, and 
you get an entirely different idea. 

Manya Kahn herself was once a ballet dancer, and 
she now has her own figure-perfecting beauty salon in 
New York. She calls her graceful muscle-toners “body 
rhythms,” for that’s exactly what they are—slow, rhyth- 
mic movements intended to be done like the graceful 
movements of a ballet dancer. We've included a few of 
her body rhythms on these pages because we know 
youll enjoy doing them as much as you'll enjoy the 
improvement they will make in your figure and your 
posture. 


Lrss THAN TEN MINUTES A DAY is all it takes, Manya 
Kahn points out. And, while you are making New 
Year's resolutions, you should be able to fit ten minutes 
for body rhythms into your schedule. You needn't 
wear yourself out with hard exertion, either. These 
movements are meant to be done s-l-o-w-l-y, with a 
smooth, flowing motion. As Manya Kahn explains in 
her “Lovely to Look At” Home Beauty Course, her 
body rhythms are planned to save energy rather than 
waste it. They are slow, sustained, restful, almost lazy 


stretch-contract-relax motions, co-ordinated with cor- 
rect, deep breathing. 

Correct breathing is important to help you get the 
most out of the body rhythms. Deep breathing brings 
into action a number of muscles of the neck, chest, 
shoulders, back, and abdomen and also enables you 

do the movements smoothly, effortlessly. Manya 
Kahn has observed that many people hold their breath 
while exercising. As a result, their movements are 
spasmodic and jerky, and they feel completely exhaust- 
ed when finished. Why wouldn't they be if they hold 
their breath that much? When you do these body 
rhythms, open the window a bit to let in some fresh 
air, and make it a point to do your deep inhaling and 
exhaling as directed. 

Once vour muscles are strengthened and your co- 
ordination improved, you will netice that all your 
movements will become more fluid and effortless. Your 
walk will be smoother, you will find yourself standing 
straighter. But you must also give a little conscious ef- 
fort to keeping your posture pretty. 


Don’t SLUMP OVER YOUR DFSK as you write. Remember 
to sit tall and keep your head high. When you walk, 
keep your knees close together, your toes pointed 
straight ahead. Practice this good posture as you walk 
to the bus every morning and evening. And remember 
to keep it while you stand—while you wait for the bus 
or pause to talk with friends. Don’t let yourself slouch. 
Before you know it, good posture will be a habit. When 
you go up and down stairs, keep this same straight 
posture—your chest high and knees close together. As 
you sit down, tuck your hips under you and keep your 
back as straight as possible. 

A little conscious effort and a little time devoted to 
toning up your muscles will give you a graceful postur« 
that creates fluid, flawless motion and, as Manya Kahi 
puts it, makes you do something for your clothes in- 
stead of depending on them to do something for you! 
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BODY RHYTHMS .; 4 new approach to exercise by Manya Kahn 


Each should be done five times. For greatest benefit, do body rhythms in the order indicated. Do them slowly, with graceful movements 


|. Basie spine stretchers for good posture 





Lie down flat, small of back pressing 


into floor, tues pointed, knees straight, 
irms at sides. Then raise knees slowly, 
reathing in, and place feet on floor. 
Relax and breathe out. 


Il. For spine and chest muscles 





Sit on floor tailor-fashion, with arms 


stretched forward at shoulder level and 
palms up. Inhale, raise head and slow!) 
ush body forw ird trom hip joints 


keep back straight). Exhale and return. 





Now clasp hands and place palms back 
of head. Inhale as you lift head, firmly 
pushing it chestward with your hands. 
Exhale and return to original flat posi- 


tion. 






a 


Starting from tailor position, inhale and 
swing arms s/ow/y as far back as possi- 
ble. Exhale, and return to original posi- 


tion. Do this with smooth, slow grace- 


ful movements. 


Ill. For poise. rhythm, and co-ordination 





Then, starting from flat position, bend 
knees and draw them close to your ches! 
with your clasped hands. Inhale and lift 
head towards knees. Slowly relax to 
original position, and breathe out 





This time, swing arms and head as far 
hack as possible. Clasp hands and hold 
Slowly breathe out as you return to 
original position. You should feel a 


strong pull through your chest. 





Kneel down, resting thighs on calves and 
irms stretched overhead, palms of 
hands touching floor, head down. This 
irting position for the next two 
hod rhythms. 


Now slowly “unfold” as pictured. Gradu- 
ally raise torso, moving from hip joints 
until arms are at shoulder level, inhal- 


ing as you do. Push head up and back. 
Then fold up slowly, exhaling. 
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Starting from “folded” position, slowly 
lift torso, straightening your spine. Lift 
your arms as far up as possible with 
palms up and elbows straight. Then fold 
up again as you exhale. 
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Send 35¢ in coins for each pattern to: Today’s Secretary. 


215 Pattern Dept., 243 West 17 Street, New York 11. N.Y. 







q. 4) 





ce 
Ht) 








P= 
4 














= ee 
+++) 
= rvan 


> 































athe amen see nern ne = 

















Pa 




















9083—How about a perky spencer jacket suit to make for 
now or to get a head-start for spring? Sizes 11 to 17. 
Size 13 skirt and jacket need 4% yards of 35-inch fabric; 
bow blouse needs only 1%, yards of 35-inch fabric. 


4834—A basic casual that lends itself to accessorizing and 
always looks smart. Sizes 12 to 20, 30 to 42. Size 16 takes 
314 vards of 41-inch fabric. Transfer for pocket design is 
included. 


4821—Dressy enough for dates, simple enough for the office 
is this attractive waist-whittling, hip-slimming dress. Sizes 
11 to 17. Size 13 takes 4144 yards of 39-inch fabric. 





4545—Easy to sew separates. There’s only one pattern piece 
to the softly flared skirt—no side seams—to please lazy sew- 
ers. Attractive blouse with yoke treatment and smart cuffs is 
also simple to make. Sizes 12 to 20; 40. Size 16 blouse takes 
21, yards of 39-inch fabric; skirt requires 24% yards of 
54-inch material. 
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Obl) GOES 
SHOPPING 





APPY NEW YEAR! Hard to be- 
Bi lieve it’s 1953 alre ady. But it sure 
is. and I've a bigger and better resolution 


this vear than I've ever had in the past. 
It’s a resolution to kee p all thos« get- 
pl ntv-of-slee Pp, go-easy -on-sweets reso- 


lutions that I've made and broken for the 


ist couph of vears! I have them all filed 
uwav at home and, though it will take 
i lot of effort to live up to them all, I'm 
really going to give it a try. 

We're starting off the new vear with a 
batch of new shopping suggestions tor 
vou, too. You'll want to go right out and 
vet some of these things this very day, I 


know ! 


Grecian Glitter. If vou like to look lovely 
while vou lounge after work (and who 


doesn’t?), you can select 


Gustave’s 
Grecian tvpe sandals, made of metallic 
lastex with a flexible cork and leather 
sole. Thei price tag is $3.95, and they 
come in small, medium, and large sizes. 





The stvle pictured is “Portia.” They can 
be purchased at Arnold Constable’s, New 
York. These slippers are wonderfully 
comfy, sturdy enough for outdoor wear, 
and smart enough to wear to formals. 


No “Damp-Day Droop.” Want to give 
vour curls some added support on damp 
days? Then you'll be interested in Spray 
Net, put out by Helene Curtis. After 
combing vour curls into place, just spray 
a small amount of Spray Net on them to 
help them stay put. Spray Net sells for 
$1.25 plus tax, and is said to be absolute- 


lv harmless to hair and scalp. 


For Lovely Hands. If winter has begun 
to chap and roughen your hands, you'll 
be glad to hear the news from Hinds. 
Hinds Hloney & Almond Cream is avail- 
able in two new price-saving packages 
The first is Handi-Stick (Hinds in a solid 
cream form), done up in a smart gilt 

and only 79¢. Unspillable and com- 
pact, it’s just the thing for vour desk 
drawer. The other is Hinds Beauty- 
Skin Duet, a combination offer of Hinds 
four-ounce plastic bottle of lotion plus 


an attractive Handi-Lotion purse dis- 


penser to give you one for home and 
one for the road. Both for 98 cents. 


Coffee Warmer. The perfect hostess al- 
ways serves piping hot coffee; so, the 
next time you're looking for a_ perfect 
shower or hostess gift, we suggest this 
smart coffee jug and warmer. The elegant 
forest green or dove gray eight-cup pote 
tery coffee jug rests on a black wrought- 
iron stand. The matching pottery candle 


ie 





». 


warmer! supplies just enough heat to keep 
it hot. Complete $3.95. Extra candles 
are three for 25¢. From Chevy Chase 


Mart, Box 4123, Chevy Chase, Maryland. 


Nurses’ Aide. Handy for home or office 
is the compact Acme First-Aid Kit, which 
contains the standard essentials for taking 
care of the little accidents that often 
occur. The kit is priced about 69¢ and 
contains cotton, gauze pads, adhesive 
bandages, mercurochrome, adhesive tape, 
and a roll of gauze bandage. 


Seeing in the Rain. Here’s a safety- 
window umbrella with a clear panel of 
transparent Vinylite plastic film to let 
you see where you're going and watch 
for traffic. This clear-view panel is firm- 
ly set into umbrella fabric of nylon or ace- 
tate, supported on sturdy steel ribs. 


q 





Available in solid colors or polka-dot de- 
sign with golden steel rod. You have a 
variety of handles to choose from. Style 
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pictured is $5; others at $3.98. If vou 
can't find this umbrella locally, write to 
the manufacturers, Rainseth Umbrella 
Company, 26 West 31 Street, New York 1. 


Midget Hangers. These adorable hangers 
hold your nylons safely, with no fear of 
snagging, while they are drying on the 
shower rack or towel bar. Practical for 





other nylon wispies, too. The hangers are 
priced four for $1. They can be ordered 
trom Midget Novelties, 8805 Alden Drive, 
Los Angeles 48. You'll love them for 


traveling. 


Custom Shampoo. Almost every girl 
seems to have a special problem with her 
hair. The Revlon people are aware of 
this and so have come out with not one, 
but four, new shampoos one for normal 
hair, one for oily hair, one for dry hair, 
and another for tinted or bleached hair 
The new Revlon shampoo is called Aqua- 
marine Lotion-Shampoo, $1.25 
(Continued on page 271) 





An album for 
your Achievement 
Certificates 


Just as a picture album enhances and 
preserves your favorite photographs, so 
the Gregg Achievement Record Album 
protects and displays your valued certifi- 
cates of achievement. You can mount 
your certificates for shorthand, typewrit- 
ing, and bookkeeping. Once you have an 
Album, it is permanent evidence of your 
success and achievement. 


Order yours today from the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street, New York 36, N. Y. One costs 25 
cents; a dozen only $2.50. 














DO YOU NEED MONEY? 


$60 is yours for a few hours of 
spare time 


No experience necessary to show our complete line 
of greeting cards, hosiery and personalized items 
FREE samples and leading boxes on approval. Costs 
nothing to try! Write today to: 

CARTER ASSOCIATES 
Dept. 20, 25 West Broadway, New York 7, N. Y 











Here's What You DON'T Learn in School! 


Yes, here it is, girls: “101 Office Shore Cuts’ 
—the most rollicking, comprehensive reading 
ever compiled for the modern secretary. Clever 
ly illustrated by secretary-author Magi Maxwell 
the book is studded with wondrous ideas 
gleaned from a long career in New York adver 
tising, general office, and newspaper fields. 50¢ 
Real New Books, Box 1432, GPO, N. Y. I, N. Y 
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Sust Teasers 


BY E. LILLIAN HUTCHINSON 





THEY SOUND SIMILAR, BUT— 


In some of the following sentences, a word simila) 
to the correct word has been incorrectly sub 


stituted. How many can you spot? 


1. Grace has excepte d Mrs. Stanton’s invitation 

2. No one eluded to his accident. 

3. Begin every sentence with a capital letter 

1. I find history more interesting than mathemati: 

5. The new oil company has an impressive suit of 
offices. 


6. Please make another appointment latter 
week, 

7. Who’s turn is it now? 

5. Advise is cheap 

9. She was formerly a saleswoman 


10. The thief was a callus criminal. 





-ER, -EST, OR WHAT? 
Indicate the comparative and the superlative 
forms of each of the following adjectives and 


adverbs. 


l. wide 

s. good 

3. happy 

4. efficient 

5. unique 

6. little 

7. completely 
8. much 

9. full 


10. friendly 


MORE WORD DIVISIONS 


If you were nearing the end of the line, where 


would you divide these words in typing them? 


1. planned 

= necessa4’ry 

3. begin 

4. businesswoman 
5. amount 

6. convertible 

Z self-operat d 
8. benefic ial 


9. S. L. Harley 
10. Henry Thorpe 





ONE WORD OR TWO? 


In each of the following sentences, decide 
whether the single word or the pair of words 


in the parentheses gives the meaning intended. 
The flood (maybe, may be) the cause of the delay 


l. 

2. I am pr pared to (enforce, in force) the decision. 
3. The circulars are (already, all ready) to be folded. 
4 


I plan to take a vacation (some time, sometime 
in March. 

The man made an (in direct, indirect) reference to 
her. 


ul 


6. (Anyone, Any one) of the methods is satisfactory. 
7. The blouse is (all most, almost) worn out. 

8. (Someone, Some one) failed to close the window. 
9. Miss Jones is (always, all ways) here promptly. 


10. I am proud of (everyone, every one) of vou. 





-ISE, -IZE, OR -YZE? 
Only a reliable memory will enable you to be 
sure you have spelled correctly words ending 
with these syllables. Which of the following are 
misspelled? 

apologize 


l. 

2. merchandize 
3 realise 

4 advertise 

5 


supervize 


6. characterize 
7. analyse 
8. paraly Ze 


9. exercise 


10. « ompromise 


240 
Key to teasers on page 266 
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Double- 


by DR. A. 


KE. KLEIN 


DUTY ONE: 


Duty Dictation 


To review the principles of Chapters V and VI of the 
The letters given are not 


“packed,” 


Manual. 


” but contain at least one example of every 


new alphabetic character and new principle presented in these chapters. For 
“packed” dictation, which is often used to help the student learn or master the 


hand Simplified. 


principles being presented, see the author’s book, Graded Drills in Gregg Short- 
e DUTY TWO: To build speed in writing. Practice the pre- 


view words (the key to these shorthand forms is provided by the words in italics) ; 
then take the letters from dictation at faster and faster rates. The word count is 


given every 20 “average” 


Chapter V. Dear Sir: Thank you 
for your letter about the three cases 
of cans shipped two weeks ago. | am 
unable to find the case?" that checked 
short. Therefore, that 


I suggest you 
arrange to enter a claim as soon as 
possible. Yours truly, 


Dear Sir:*° Thank you for the order 
just received from you today. The 
apples will definitely be shipped be- 
fore the end of®® this week. Every 
precaution will be taken, of course, to 


have them carefully pi acked. * Please 
notify us if you*® do not receive them 
promptly. 


We have ample facilities for han- 
dling any other orders you may care 
tO,) give us, and we have an enviable 
reputation for reliability. Yours truly, 

Dear Jim: I think!*° perhaps we can 
save ourselves a good deal of money 
bv having the shipload of leather strips 
classified as'°® shoelaces and not as 
leather. I am sending a telegram to 
our traffic manager in Detroit, who is 
an'!®® authority on such classifications 
He has always proved most helpful in 
cases of this kind. We should'*¢ posi- 
tively have a definite answer from him 
this evening. 

I had a long talk with Mr. Carpenter 
today.*"" T was not fully aware of the 
wide range of his experiments. I spoke 
to him for over half an hour and?2° 
wm persuaded that we should hire him 
at once. Won't you try to interview 
him as soon as possible? Ralph. 


Dear Sir:*4° Before your 
patrons thoughts will be centered on 
keeping their 
cool. Let us show 
can help them to do this 
and make it worth while for yourself. 

We are introducing a?*° new electric 
fan. All progressive stores are begin- 
ning to stock them because they know 
they can always depend on*° the 
technical precision and w orkmanship 
of Regent fans. 

That the Regent electric fan 
sell rapidly,**° we can assure 
will be in vour town next 
Monday and will be glad 
to give you all the*!® details about the 
Regent that you want. I hope you can 
grant him an _ interview. 
truly, (356) 


too long 


practical devices for 


homes and offices-°° 


you how vor 


will 
vou. Ou 
salesman 


afternoon 


Yours 


TODAY'S SECRETARY e January, 





words. 


ey 


“vale 


a7 
all 


8 N 


res 


Oy oe 


Ge ON > 


” 


ey 


50 


\ 


u [ y 


1953 


Chapter VI. Dear Mrs. Turner: It 
will not be possible to make shipment 
this afternoon of the modern dressers 
you ordered,?° but you may rest as- 
sured that we will do the best we can. 
We appreciate your past orders and 
hope to have*? the pleasure of your 
continued patronage. Cordially yours, 
Gentlemen: What is the earliest pos- 
sible date®® on which I may expect my 
order of the 10th? I am in urgent need 
of several of the items included® in 
the order, because my customers are 
demanding quick delivery. 
As I would like to 
purchases at the lowest 
you kindly include your 
Yours very truly. 


Dear Madam: You have'*" had 
an opportunity to test the latest model 
of our thermometer, and we hope 
is giving you'*” the precise service you 
demand. 

A thermometer that is so useful in 
helping vou keep your rooms at the 
proper!®®  tempe rature is certainly 
worth your friends’ consideration. You 
can give them a re port on its superb'%° 
qualities simply by writing their names 
on the enclosed post card and drop- 
ping it in the mail today. Our?" repre- 
sentative will them at the 
earliest opportunity. 

Mav we have 
Sincerely*“" yours, 


a]]100 
will 
discount 


make 
prices, 


terms. 


contact 


your co-operation? 


Dear Mr. Diamond: This morning 
we noticed your ad in the Bulletin. 
The cost of this advertisement?*” in 
that paper must be at least $250. To 
print the copy in our paper 
would cost? little and 
it would reach a reader audience that 
cannot be appealed to through any 
other28° medium. 

We are 


vour current advertising. We are 


same 


Ho 


only a more, 


sO 


not urging you to transfer 
sim- 
pointing out that 
brings 


ply interested in® 


if your copy returns in the 
present field, you should not neglect 
‘0 from 


truly yours, 


obtained*? 


Very 


the business to be 
the field we reach. 


Dear Miss Stanley: We are offering 
demonstration models of*# 
our television sets and portable radios. 
starts Tuesday, at 10 o'clock. 
(358) 


for sale 


This sale 
Yours truly, 


259 








i, i i ee 


January Competent Typist Test 


(To compute speed, note the number indicated at the end of the last line you 


copied completely and add 1 for each additional § 


strokes typed. lo get 


speed, divide total by number of minutes; or, to get net speed, subtract 10 tor each error before dividing by number of minutes 


VW ‘ords 


I was sitting in the back of a big depart- 
ment store in western Ontario, talking with 
the owner, who was a white-haired man of 
seventy, when a tiny blond girl of perhaps 
four years broke into our talk. She pushed 
a dollar bill into the hand of the store 
owner and told him quickly that she wanted 
to buy something from him. 


That was an odd order. Fred wondered 
who the child was and why she had not 
gone to one of the clerks instead of coming 
way back there to him. But he laid it to a 
whim of the little girl and carefully chose 
one of the nicest hankies in the store and 
put it in a fancy gift box. He handed the 
pretty package to her, patted her head, 
and praised her pretty curls. 


Then, from nowhere it seemed, a little 


old lady appeared. A lacy black hat and a | 


black velvet ribbon accented her happy 


face and bright eyes. Tapping his arm with | 


her fan to emphasize her words, she told 
Fred that he had now sold tofivegenerations 


of her family. The old lady went on to say 197 
that she had come two hundred miles to 2 


bring her great-granddaughter to buy some- 
thing from one of the friendliest men in the 
country. For it was friendliness that had 


made his business grow from a peddler’s 23 


pack to the largest store in the region. 


The friendly manner of this old man had 2 


made his best men turn down good offers 
from many of the other large stores in 
town. It was friendliness that quietly paid 
the hospital and the doctor bills of the men. 


If the little girl with the blond curls had 
not shown me the secret of his leadership, 


I would have learned it as we walked down 315 


to visit the large canteen he had helped to 
provide for Service men. Every person we 


324 


332 


tt 
ee 0 


met spoke to Fred and smiled. People across 34! 
the street waved or gave a nod of greeting 35 


to him, and a smile. 


The power of friendliness made Fred seem 


gross 


more like a man of thirty than of seventy. 37! 


His friendliness did things to others, too. 3: 


It drew people of all creeds and races 3x: 
together to work in activities that Fred 3% 


started to better the community. 


Fred is one of the richest men I have 4! 
ever met. True, he does not have a hoard 41' 


of money to give away. He cannot pay 
huge salaries. He does not entertain lavishly 
or give costly gifts. But he overflows with 
the gold of sincere friendliness and has in 


return a satisfaction, an influence, and a 4 
power with people that all the money in 4 


the mint could not buy. 


He does not wait to see if people will like 484 


him. Fred assumes they will. That is one 


of his secrets. He does not wait for them to 5v2 
greet him or smile first. He takes the friendly 51 
lead himself, and everyone follows. That is 52 


another of his secrets. 


He does not question whether or not he 5.4 


will like a person or wait before deciding 542 


to be friendly. He takes it for granted that 552 


he will like everyone on first sight. This is 50 
the third secret of his friendliness. He mag- 57 
nifies the good points of others, no matter 57' 
how small they may be. He passes over the 5 
few annoying qualities or major bad points. 5% 


This is a fourth element of his friendliness. 


Friendliness is catching. The trouble is 
that many of us wait to catch it from some- 
one else instead of giving the other fellow 
a chance to catch it from us. 


(If necessary, repeat from the beginning to complete a ten-minute 


Adapted from The Technique of Handling People. by Donald A. Laird [Whittlesey House] 
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(The material below is the same as e 


is provided so that you can test and compare you 
and from shorthand. Compute your rate on this word-counte 





Transcribing Speed Practice 





r speeds of typing from print 


material in the same way you do when typing the C.T.) 
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Just About Shorthand 














YHORTHAND PENMANSHIP. 
s An American concert pianist 
once told me she thought short- 
hand was a fake because sometimes 
her secretary would stumble when 
reading back her notes and say, 
“Oh, I can’t read that anyway; | 
wrote it so long ago.” 

I should have asked my pianist 
friend right then and there whether, 
when somebody sat down at the 
piano and stumbled through a 
Beethoven sonata, she thought 
Beethoven was a fake. 

Her secretary would not have 
had transcription trouble if she had 
paid attention to her penmanship. 
Do you have the same trouble? Do 
you have a hard time reading back 
your notes? ‘Is poor penmanship 
hampering your shorthand speed? 

Too many students overlook the 
fact that good penmanship is the 
key to speed and that every minute 
utilized in improving penmanship 
is worth its weight in gold in the 
development of our technique as 
shorthand writers. Yet | know many 
students who practice day atter 
day to increase their speed, but 
who never pay much attention to 
their penmanship. And they won- 
der whey they don’t gain speed as 
quickly as they think they should! 
The reason is simple: Their pen- 
manship isn't good enough, and 
their speed isn't going to increase 
until their penmanship is good 
enough. 


| CAN THINK of nothing more im- 
portant in shorthand than good 
penmanship. I thoroughly believe 
in it; not only because we are prac- 
ticing a craft and should therefore 
write as beautifully as we can for 
its own sake, but also for very 
practical reasons. Aside from speed, 
we all want readable notes, even 
when made under stress of the 
fastest writing, and notes that 
show beauty and fluency. Now, how 
best to achieve these two things? I 
believe that the best and the surest 
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By J. ROMAGNA 
Official Reporter of The W hite ilouse 


way (and a way that is pleasant 
and easy) is to include in your 
daily practice schedule not only 
speed drill, but time also for a 
sizable amount of practice on the 
OGA tests that appear each month 
in this magazine. 

If you will take the OGA tests 
(this month's are on page 248) and 
practice writing them three or fou 
times a day as perfectly and as 
fluently as you can, you will be 
surprised at the results. At the end 
of a month, if you will compare 
your first copy with your last, you 
will notice that, in spite of your 
having written them at perhaps 150 
words a minute, your last copy will 
be much more fluent and much 
better in proportion. And wait till 
you see how much you will have 
learned about the joining of one 
character to another — vowels to 
straight or to curved lines, curves 
to curves, and straight to curved 
lines. You'll also discover how those 
small words are actually put to- 
gether—the ones you never gave 
much thought to because you have 
been writing them so often, and 
perhaps so indifferently, for years. 

It is easy to see, therefore, how 
this kind of practice will reflect it- 
self in your notes at the higher 
speeds — how it will make your 
writing stvle more fluent, more ac- 
curately proportioned; how it will 
help you become more successiul 
in writing those frequently recur- 
ring words like we, if, as, consider, 
and because, which can be so 
troublesome to the making of a 
perfect transcript. 


Now, wHat ABpout the speed with 
which you should practice the 
OGA? Go no faster than the time 
it takes you to make a perfect out- 
line and keep moving steadily and 
smoothly from one outline to the 
next. Speed is not the consideration 
in this kind of practice, it is fluency 
and perfection of outline—for you 
are attempting to write shorthand 
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as perfectly as it is written in your 
textbooks. It can be as slow as you 
want to make it; it makes no dif- 
ference, so long as you write, not 
draw, the outline. What the short- 
hand looks like after it is written 
is what counts. 

There is one especially important 
principle to concentrate on in pen- 
manship practice. That is, that 
there are many outlines we can 
write with one impulse of the pen; 
for example, brain, lend, we, how. 


There are also many forms in which, 


in order to make a perfect outline, 
we seem to need to make what | 
call a momentary stop, because of 
an angle or a change in direction of 
a symbol. For instance, in words 
like vital, stop, initiative, statement. 
Study where the slight stops come 
for it is knowing where to pause 
in writing an outline that makes 
the difference between a beautifu! 
and a mediocre form. 


Practice tHE OGA after you have 
tried some speed practice; this is 
excellent for bringing notes back 
under control after they have been 
distorted by attempting a speed 
that is as yet beyond you. 

| hope I have not given you the 
feeling that the OGA is more im- 
portant than speed practice. Of 
course it is not; but it is the founda- 
tion for the development of true 
shorthand speed, with dependable 
outlines that can always be read. 

I hope, also, that I have not 
given you the feeling’ that practic- 
ing at a slow speed is going to hurt 
your practice at a high speed. Not 
at all! A speed of 200 words a min- 
ute and an OGA standard of writ- 
ing perfection are quite compatible 

as the records show. If you would 
like a specific example, I, myself, 
hold a 200-word-a-minute Diamond 
Medal and I was OGA Individual] 
Contest Winner for 1946. So vou 
see, the two skills do go together. 


ReMEMBER, THOUGH, when writing 
at speed you should let yourself go 
and write freely and fluently. Do 
not hold yourself back with the 
careful control that you exercised in 
penmanship practice. That penman- 
ship practice will be getting its 
work in without your even realizing 
it; and the harder you have prac- 
ticed. the greater will be your re- 
ward in clearly written shorthand. 
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Shorthand used to go to Church—and how it worried the minister 


BY MARJORIE F. MORTON 
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Can You Turn 
This into a 


Table? 


HE OTHER DAY we clipped 
‘om a newspaper a_ financial 
stacement published by a big firm. It is 
such a wonderful example of a hor- 
rible way to tell a financial story that 
we are showing it to you here. 

The clipping is below, almost as it 
appeared in the newspaper. We made 
nly one change: for convenience, we 
uranged in the first paragraph the 
same information that the firm had 
put in huge, headline type above the 
body of the “article.” 

Can you turn the material into the 
form in which it should have been 
shown? If you can, you've earned your 
Senior OAT Membership laurels! 

Display the information in para- 
graph 1 in any way you like; then de- 
lete all the information given in the 
parenthetical statements; then arrange 
the facts in a table. 

Tessie, incidentally, has copies of 
the solution. If you'd like one, send 
her your stamped and addressed en- 
velope—but only after you have tried 
the job vourself! 


THe Juntor OAT is a straight set-it-up 
problem—the New Year's Resolutions 
alongside. If you want to tvpe a bor- 
der around your copy- fine! That is 
not required, however. 

The Senior copy follows: 


Our Company’s Total Income was 
$166,028,000. This is all the Money 
we took in from our customers. Since 
it is all the money we received, it 
must pay for everything that was 
needed to run our company for 1952. 

Here is where it went For Mate- 
rials and Services — $84,977,000 — 
51.2%. (This is what we paid for the 
materials with which we worked, and 
we had to buy many things to produce 
our goods. It paid for coal, oil, elec- 
tricity, and the maintenance of our 
plants, and for services such as rail- 
road transportation and telephone.) 
Wages and Salary Costs: 25.5 per 
cent—$42,295,000. (This includes the 
pay checks that everybody got for 
work during the year. It includes 
also the Christmas checks and the 
cost of our pensions, group insurance, 
annual vacations, and disability pay.) 

$7,456,000 was charged off for De- 
preciation. (This provides for the re- 
placement of equipment and repairs 
to our plants, which depreciate just 
as does an automobile or a washing 
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| NEW YEAR’S RESOLUTIONS FOR A TYPIST 


By Alan C. Lloyd 


I RESOLVE THAT I will care for my typewriter as carefully as an 
artist cares for his brushes or an engineer his drafting tools; 
I will clean the type twice daily, dust the machine every day, oil 
the carriage rails weekly, clean the platen at least twice a month, 
and invariably cover the machine each noon and night. 


I RESOLVE THAT I will do my work with such care and pride 


that my identifying initials on a piece of work are accepted as a 


I will leave no work in my machine, no 


incomplete, and no emergency chore unfinished 


office at noon or evening. 


I RESOLVE THAT I will start each morning and each afternoon 
with a minute or two of warmup practice, so that the high pace 


I may set on such practice will sustain my production efforts all 


I RESOLVE THAT I will each day select one technique important 
to good typing and try all day long to improve it—my posture, 


my evenness of typing, my quick and clean handling of papers, 


I RESOLVE THAT I will make a list of every word I mistype 
twice in a day and that | will practice that list at least once a 


week in order that these hazards to my professional standing may 


I RESOLVE THAT I will make typewriting a conversation point 
with my office associates, so that my short cuts may aid them and 


so that they may be encouraged to suggest their short cuts to me. 


I RESOLVE THAT I will be master not only of the alphabetic 
keys but also of the number and symbol keys, so that I may use 


them with the calm confidence and easy dexterity of the expert 


I RESOLVE THAT I will accept eagerly the challenge of espe- 
cially difficult or new typing assignments, so that I can point with 
satisfaction at the end of each day to some new experience that 


has added to my skill and increased my competence as a typist. 


I RESOLVE THAT I will never use less than my fullest ability 
in the performance of my work, for I know that each slackening 
of effort dulls the sharp edge of my skill and that only by my 
demanding the best of myself can I produce the best of which 


:| 2. 

: guarantee of its quality and accuracy. 
: 3. | RESOLVE THAT 
13 routine work 

rE when I leave my 

: | day long. 

‘PS. 

| | 

|| or other technique. 
1s | 

| :| 6. 

: be eliminated. 

3 7. 

3 8. 

i 

: typist. 

: 9. 

: 10. 

: I am capable. 









































machine.) Taxes (the money we must 
pay as our direct share of the cost of 
government—most of it paid to the 
U.S. government, the rest to state, 
county, and city) took $16,771,000— 
10.1 per cent; and Dividends to Stock- 
holders, 5.5%, which amounted to 
9,196,000 (for the use of the money 
they have invested in our business). 


For Increased Capital Needs of the 
Company (money that has to be kept 
in the business to help pay for more 
tools of production to provide a bet- 
ter future for all of us), $5,333,000, 
or 3.2 per cent of our total income 
for the year, was set aside—making 
the total income and outgo balance, 
with a 100.0% of $166,028,000. 





York 36, N. Y. 





To obtain certificates or pins that indicate you can qualify on OAT tests, send a copy of 
your solution of the problem to the Gregg Awards Department, 330 W. 42nd Street, New 
The fee for certificates is 10 cents; for pins, 50 cents 
certificate or pin makes you a member of the international Order of Artistic Typists. 


Attaining the Senior 
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MONEY BACK 


(Continued from page 246) 
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The Liberty Copyholder puts all copy in 


€ull view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
Without tipping. Made of heavy gauge steel 
o with soft grey finish. Size, 7° wide, 937 high, 
@ base. So low in cost +++ you can afford 
One for every typist. 


ORDER NOW by moil if no? cvailable 
a from your stationer. 


Aine fe gin 


BANKERS Box COMPANY 


720 S. Dearborn Street + Chicago 5, Iflinois 
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you hang clothes... 
you hang pictures.-- 
you hang curtains... 


hang your 
FILING F OLDERS, too! 


FOLDERS Hang 
BY THESE HOOKs 
ME 





Speeds filing 20% to 50%, 
cuts filing costs in half. 


Oxford PENDAFLEX® 


HANGING FOLDERS 
See your office equipment dealer 
for TRIAL DRAWER installation 


OXFORD FILING SUPPLY Co., INC. ®t 
127 CLINTON ROAD, GARDEN CITY, N. Y. 
Send free Catalog and name of nearby dealer 























gavinand hutehinson’s 


Reference 


2 

e Praised by teachers, office man- 
a agers, in-service training directors, 
* 

e and practicing stenographers. 

. 

e All the information that makes the 
* difference between “just getting by” 
7 

¢ and top secretarial performance. 

é 


OT 


A thorough, teachable text with an 
up-to-the-minute treatment of tran- 
scription style and English, sup- 


ported with tests and exercises. 


Stenographers 


A concise, 


a 


easy-to-use reference, 


written in nontechnical outline 


form, with unique “instant” indexing. 


and 


e 
e Text edition: 192 pages; list, $1.20. 
* (Graduation suggestion . it’s a 
~ 
e career-centered gift she won't soon 
e forget.) 
e 
| [ 
” 
¢ Order from nearest Gregg office. 
* 
gregg publishing division 
” 
McGraw-Hill Book Company, Inc. 
e@ New York 36 * 330 W. 42d St. 
e@ Chicago 6 . 111 N. Canal St. 
e@ San Francisco 4 * 68 Post St. 
e Dallas 2 + 501 Elm St. 
e@ Toronto 4 e 253 Spadina Rd. 
@ london W.C. 1 s 51 Russell Sq. 
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OGA 


CONTEST 








COPY 


For full particulars about entering the 1952-53 OGA Contest, see the announcement 
in last month’s TODAY’S SECRETARY. This Contest Copy, which is to be used by 
all contestants — whether students, teachers, stenographers, or reporters — is being 


repeated here for the 


issue. 


convenience of 


any who did not 


receive the December 


All specimens written from this copy will be considered in the Contest. If you wish 


your notes considered for 


OGA Membership also, address them 


to the Membership 


Examiner instead of to the Contest Committee. Candidates wishing to apply for Mem- 
bership only, but who do not desire to enter the Contest, should use the January test 


copy on page 248. 


ae «er ge Teal 


bs at A Pa 


ae an ae ae 2 ae 4 £ 


et ml eo Z 7 er rm 6 


The Contest closes on March 2 (papers from outside the United States will be accepted 
up to March 16), and all entries must be in our hands on or before that date. 


— 3 e#@e CANTY 


“eo 
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Words 


Key to teasers on page 258 


-ER, -EST, OR WHAT? 


1. wider, widest; 2. better, best; 3. 
happier, happiest; 4. more efficient, most 
efficient; 5. cannot be compared; 6. less, 
least; 7. cannot be compared; 8. more, 
most; 9. cannot be compared; 10. friend- 
lier, friendliest. 


ONE WORD OR TWO? 

1. may be; 2. enforce; 3. all ready; 4. 
sometime; 5. indirect; 6. Any one; 7. 
almost; 8. Someone; 9. always; 10. every 
one. 


THEY SOUND SIMILAR, BUT— 


Wrong: 1. accepted; 2. alluded; 5. 
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suite: 6. later: 7. Whose; 8. Advice; 10. 
callous. 


MORE WORD DIVISIONS 


1. cannot be divided; 2. neces- 
3. avoid dividing; 4. business- woman; >. 
cannot be divided; 6. convert- ible; 7. 
self- operated; 8. benefi- cial; 9. avoid 
dividing, but—if division is imperative— 
divide between initials and name, never 
between initials; 10. avoid dividing proper 
names, but divide between Christian and 
surname if necessary rather than between 
syllables of one of the names. 


sary; 


-ISE, -IZE, or -YZE? 


merchandise; 3. realize; 5. 


, ." 
Wrong: 2. 
7. analyze. 


supervise; 
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oid 


ver 
per 
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Or 





TESSIE ASKS 


(Continued from 


EXPERTS 


page 229) 





I know for a fact that every bit of the ink 
in that ribbon has been used up. 5o I just 
get a new one! I hope you will pass this 
information on to the secretary in 
Georgia.” 

Dr. Lioyp: That’s a very fine letter, 
lessie, and I guess about the best I can 
do is wince and then thank this young 
lady for setting us straight. And, by the 
way, Tessie, perhaps this is a good time 
to remind all our readers that we are just 
as happy to publish their contributions 
in this column as we are their questions. 


Tessie: Here is a question for Mr. 
Swem. A stenographer in California wants 
to know if there is any reason why you 
should not use a pencil to take dictation, 
other than the fact that it smudges. 





Mr. Swem: Pencils are generally con 


sidered inferior to the pen for writing 
shorthand, Tessie, not because they 
“smudge,” but rather because people are 


lazy. A writer who prefers a pencil and 
who keeps on hand a goodly supply of 
well-sharpened pencils will have no dif- 
ficulty in making sharp, clear-cut notes. 
The world’s championship in shorthand 
was once (maybe twice) won by a writer 
using a pencil; and I shall always recall 
with interest and admiration the sight 
of him at his desk with thirtv or more 
beautifully sharpened at both 
ends, lying beside his notebook. But for 
all-around 


pencils, 
accuracy and readability of 
notes, a pen has the advantage over a 
penc il, 





Tessie: Dr. Rosenberg, a secretary in 
Massachusetts writes that she can pur- 
chase an article from a certain manufac- 
turer either f.o.b. factory or f.o.b. desti- 
nation at very little difference in total 
cost. She wonders, therefore, what differ- 


ence in legal effect there is between a 


purchase f.o.b. factory and one f.o.b. 
destination. 
Dr. RosENBERG: Well, Tessie, title 


to goods sold f.o.b. shipping point or fac- 
tory passes to the buyer when the goods 
are delivered to the common carrier at 
the shipping point. Any damage to the 


goods while in the hands of the carrier 
falls on the buyer. 

Title to goods sold f.o.b. destination 
passes to the buyer when the goods reach 
their destination. Thus, the seller is re- 
sponsible for any damages to the goods 
until they are delivered to the buyer. 


| 
[ 
*| (©) ‘evevaTor] 
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TESSIE: question for Dr. 
Lloyd. A newly employed secretary (lo- 
cated in Illinois) writes us that, although 
she is a good typist and she rarely has to 
erase, her letters never look well because 
she just can’t seem to figure out how to 
place them attractively on her firm’s 
letterhead. Can you give her any advice? 

Lioyp: Not only can I give her advice, 





Here's a 


Tessie, I can give her an immediate solu- 
tion. The American Writing Paper Cor- 
poration is now issuing a free letter-place- 
ment guide that is just what this young 
secretary needs. The guide slips under 
your letterhead and remains there until 
’ letter is completely typed. The 
bold rules on the guide show through 


the letterhead and give you the margins 


vour 


for either short, average-length, or long 
letters. A post card or letter addressed 
to Department 2, American Writing Paper 








Corporation, Holyoke, Massachusetts, will 
quickly bring this placement guide to 
the desk of our lady in and 


that will solve her problem, I am sure. 


distress; 


Tessie: Mrs. Strony, a secretary in 
California writes that she is employed 
by a woman writer. The woman is known 
professionally as Marian Smithson, but 
her married name is Mrs. Michael Smith- 
son; and the secretary isn’t sure whether 
publicity in the paper ought to carry her 
employer's married name or professional 
name. She is also confused when it comes 
to the correct signatures of her em- 
ployer’s letters. Will you please straight- 
en her out? 

Strony: I'll be glad to, Tessie, for I 
am able to use my own case as an illus- 
tration. I do all my writing, all my speak- 
ing, all my correspondence under the 
name Mrs. Madeline S. Strony; but, when 
I have any publicity in my town papers 
relative to a social event, it appears as 
Mrs. Carl Strony. Also, it is assumed 
that if a woman does not sign Mrs. in 

(Continued on page 270) 
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Your letters can be 


RIGHT THE FIRST TIME 
—EVERY TIME 


with the 


SHIPMAN -WARD 
“Goodrich’ PLATEN 


Get Uniform impression 
Longer ribbon life 
Positive paper feed 


and the exclusive 


PAGE END-ICATOR 


to solve your letter placement 
and end-of-page problems 


Another Shipman-Ward “plus value” for your 
typing convenience. The popular “Goodrich” 
Platen now has the PAGE END-ICATOR, the 


easy-to-read gauge that tells you exactly 


how many typing lines are left on the page. 





The PAGE END-ICATOR is calibrated 
for use with standard letter-size or legal-size 
pages. 


For those right-the-first-time letters 
that make production a breeze, replace your 
worn-out platen with the new Shipman-Ward 
“Goodrich.” It can be installed quickly right 
at your desk. 


Call your typewriter dealer today and 
be sure to tell him you want the new 


Shipman-Ward 
“Goodrich” Platen 


with Page End-icator 
and Feed and Bail Rollers 


$11.50, installed, for 11° machine with 


non-cushion platen 


$12.50, installed, for 11° machine with 
cushion platen 


approximate exchange prices installed) 


If not available locally, write 


SHIPMAN-WARD Mfg. Co. 


325 North Wells Street 
Chicago 10, Illinois 
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TESSIE ASKS EXPERTS 


(Continued from page 269) 





parentheses before her name she is a 
Miss. So I would suggest that this young 
lady pli ace Mrs. 
her employer's profession: il name when 
signing her business letters. 


(in pare ntheses) before 


\ few examples of people in business 
who use their maiden names 
ly or their own given name with Mrs. 
prefixed are Miss Dorothy Thompson for 
business, but Mrs. Maxim Kopf, socially; 
Miss Dorothy Kilgallen for business, but 
Mrs. Richard Kollmar, sox ially; Mrs. 
Helen Gahagan Douglas for business— 
not Mrs. Melvin Douglas. I could go on 
and on giving you examples, but the 
conclusion is that, in this young lady's 
case, it will be perfectly correct for her 
to use Mrs. Michael Smithson for her 
employer's social publicity and sign her 
Marian Smithson with 


prote ssional- 


business letters 
a Mrs. in parenthe ses immediately pre- 
ceding the name. 


Tessie: Dr. Rosenberg, here’s a legal 
prob lem from a secretary in Ohio that 
I’m going to put to you in her own words. 
She begins by saying, “I left my $300 
diamond wrist watch with the jeweler in 
my office building for minor repairs. The 
jeweler said it would cost $2.50 and that 
I could call for it in two days. When I 
called for the watch, I discovered, to my 
great chagrin, that I had only $1 in my 
wallet. I told the jeweler I wanted to 


wear the watch to a party that evening 
and promised to pay him the very next 
day. He refused to give me the ‘watch 
until I paid him.” 

Now, Dr. Rosenberg, what we both 
want to know is: Did he have the right 
to do that? After all, there is quite a 
difference between $300 and $2.50. 

RoseNBERG: I realize that you think 
it’s unfair, but this jeweler had 
every right in the world to act as he did. 


pa | 4 
om 
es 


You see, a jeweler has a mechanic’s lien 
on a watch until he is paid for his serv- 
ices. He could have given this girl her 
watch if he had wanted to; but, since he 
didn’t want to, there was nothing she 
could do about it but pay the $2.50 serv- 
ice charge. 


Tessie, 





Tessie: I guess that’s just one of those 
things you must grin and bear. Here's 
another question for Miss Hutchinson. A 
gentleman in Michigan wants to know 
why it is correct to say, “Everyone left 
except the committee and us.” He thinks 
you should say, “and we.” 

Hutcuinson: It is correct to say “ex- 


cept the committee and us” because ex- 





Free trial of 





shiny as silver. 


So, act today to get one of the most 
wonderful improvements designed for type- 
writer users. Fill in the coupon below, indi- 
cating whether it is for Royal or regular 


typewriter. 


Here is your opportunity (limited time only) 
to examine and use the best and most eco- 
nomical type cleankeeper on the market 
today. Safeguard’s Lowston D-R-T is long 
lasting and there is no messy liquid needed — 
just stroke the type face and it will be as 





cept is a preposition and, therefore, the 
objective form wus is required. I am not 
surprised by this gentleman’s confusion, 
though, 
error that the correct form often sounds 
a little unusual. 


Tessie, for this is so common an 


Tessie: A secretary from Nebraska has 
asked me to direct this question to Mr. 
Swem. She follows: “I have 
my 120 pin. My employer asked me to 
sit in on a staff conference and take notes 
on a discussion. To what extent should 
I have attempted to take verbatim the 
main points of the discussion?” 


writes as 


Swe: It is surprising how much a 
bona fide 120-word shorthand writer can 
get verbatim at a staff conference, Tessie. 
I have known whole sessions of confer- 
ences that have never really exceeded the 
speed of 120 words a minute. I have 
even found myself going to sleep in re- 
porting sessions that have scarcely suce 
ceeded in topping 100 words a minute. 
So I would say that, if you have the 
authority to do so, it never does any 
harm to try to take a 
Naturally, 
tion goes beyond the writer's top speed, 
she will be obliged merely to “dige st 
the conversation, 


conference verbatim. 
if the speed of the conversa- 


Tessie: Well, that’s just about how 
things went at the last meeting of our 
secretarial clinic. 
fited by this 


| hope you have bene- 


“briefing.” And now, if vou 


would like to turn over a new leaf, go 
right ahead! 
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Safeguard Corp., Lansdale, Penna. 





Gentlemen, please send me, on free trial, a | 


| SAFEGUARD 


Lowston D-R-T as checked. 








appliance corp. 
A Subsidiary of Safeguard Corp. 
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SHOPPING 


(Continued from page 251) 





For Odorous Ozone. Does your boss’s 
pipe or ceegar get too much for you, or 
do you work in an industrial area that 
reeks with nauseous odors? Then you'll 
be interested in the Zenith Electric De- 
odorizer, which quickly dispels unpleasant 
odors. Small and unobtrusive, the de- 
odorizer is “loaded” with a special Deodo 
Tab and plugged into an electric outlet. 
Deodo Tabs come in two scents—spring 
bouquet and pine. Special moth-killing 
tablets are also available for making your 
closets mothproof. The deodorizer with 
six tablets, postpaid, costs $1.70; or two 
deodorizers for $3.00. It can be ordered 
from Better-Life Products, Room 505-K 
Mason Building, Fresno 21, California. 


Sapphire-Point Pen. You'll be writing 
with a sapphire if you use one of the 
new Waterman fountain pens with sap- 
phire points. Sapphires were used because 
they are 
possess 


among the hardest gems and 

a special chemical affinity for 
ink that allows it to flow over their sur- 
face more smoothly than over any kind 
f metal. A new kind of ink that is 
quick-drying, smear-proof, and _ fade- 
proof has been originated for the new 
pen. One filling is said to last for 90 
hours. The new pen costs $6. It has a 
slim, gold-filled barrel, retractable point, 
ind is the lightest fountain pen ever 
marketed. 


Punch Drunk? Every time I try to 
punch holes for our scrapbook, the paper 
looks pretty much like Swiss cheese be- 
fore I have the holes in the right place. 
But I’ve found the remedy—a Clix punch 
that can be set to punch either two or 
three holes accurately at one time. All you 
do to adjust it is press a button, and it’s 


rr 





all set. This is the Model 32 “Double- 
Duty” Clix punch, manufactured by the 
New England Paper Punch Company, 89 
Washington Avenue, Natick, Massachu- 
setts. It costs $5.50 and will handle sheets 
trom six to twelve inches long. 


Portable Automatic Pencil Sharpener. 
If you’ve ever wished you could carry off 
the pencil sharpener while you did some 
important work, you'll be in favor of 
the new Apsco Premier Deluxe Portable, 
which has all the features of a stationary 
model, including an all-steel point ad- 
juster, but has a special rubber base 
that doesn’t need to be fastened down 


and won't scratch or mar. A complete 
catalog describing the Apsco line of 
sharpeners, staplers, and letter openers 
can be obtained by writing to Automatic 
Pencil Sharpener Company, 336 North 
Foothill Road, Beverly Hills, California. 


Combination Dictating Machine. An- 
other development in the dictating-ma- 
chine field is the new Dictex combination 
dictating and transcribing machine manu- 
factured by Dictex Corporation, 221 


North LaSalle Street, Chicago 1. The 
recording is done on a pliable belt, using 
the magnetic recording principle. This 
means that no reprocessing is necessary 
to use the belt again; redictating auto- 
matically erases previous matter—mis- 
takes, too, are therefore corrected by 





merely backspacing and redictating the 
correct information. For transcription, the 
Dictex has a convenient ear-set and 
foot control. It weighs only 11 pounds, 


measures 6 by 10 inches; and, according 
to the manufacturer, it is designed to sell 
for some 40 per cent less than competi- 
tive machines. 


Fast-Reference File. Does the crowd 
around your reference files outdo the hud- 
dle around the one warm radiator on 
chilly Monday mornings? If so, you 
might interest your boss in a Diebold 





Reveldex, which will simplify and speed 
up reference as well as save space. Forms 
are filed on horizontal rotors on the Revel- 
dex. From one to five rotors can be used, 
providing housing for up to 8,100 refer- 
ence records. Each rotor operates inde- 
pendently; so several people can work on 
the same file at one time, and different 
size forms can be housed on different 
rotors. Another good feature about Revel- 
dex is its portability, which makes it easy 
to place it in a vault or safe at night. 
For more details, write Diebold, Inc., 
Canton 2, Ohio. 
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‘ 7: ise Tne whole is made 

Un + cnampions, ready to tackle 

the Toughest job and come through 


like AN- AMERICANS / 





—™4 \f we havent met personally yet q 
. note on your company letterhead 
will send me dashing toward your 
desk, where \Il serve as a doggy 
litle paperweight and pass out 
reminders that there's nothing 

quite SO good as my-:-:- 


BUCKEYE RIBBONS AND CARBONS | 
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GLOSSARY = WAND FFORGET 


PAGE 244 nearest 


grant eaten 








guarantee relishing 


PAGE 250 


watered 
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4 
prised 


PAGE 264 





copied 
destroyed « 
mcident 


creative 


developed 
39 PAGE 268 

patronage 7 bor yar € 
PAGE 249 genuine 


© yrtunity Fd birthstone 
A_*- 

seedling F gl expertly 

vegetaole calculated 


worn ia fortune 


pleasant string 


hired finger 


pasture QZ born 
or 
meondered 7” aad 
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